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Course Obijectives

WAl c Ml Course Objectives

N

Overview of the NBRSS and NBS

Overview of the Supplier Table

New Traveler Request and Review Processes
Maintenance of the Supplier Table

Bank Setup Support Activities

NIH Payables Manual Vendor Entry User: Course Overview
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Agenda

a2l Agenda

BT s & RSk BV ST

Thursday, August 21st
9:00 — 10:00: Introduction to the NBRSS and Supplier Table
10:00 — 12:00: Reviewing New Traveler Requests
1:00 — 3:00: Reviewing Clinical Center Entries

Friday, August 22d

9:00 — 9:30: Review Period
9:30 — 10:30: Adding a New Supplier
10:30 — 1:00: Employee and Supplier Table Maintenance

NIH Payables Manual Vendor Entry User: Course Overview
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Training Guidelines

WAL M Training Guidelines

Ask Questions
Cheating is encouraged
Don'tlet me get ahead

Have fun!

NIH Payables Manual Vendor Entry User: Course Overview
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Accessing Oracle via the NIH Portal

WALl Accessing Oracle via the NIH Portal

» Oracle is a web-based application available via the NIH Portal

» NIH Portal website: http://my.nih.gov

= To Log on use your:

= NIH Domain
= User Name
= Password

= For assistance, contact NIH Help Desk at 6-HELP (301.496.4357).

» Add the Budget & Finance Community, which is the page where the
Oracle application resides

NIH Payables Manual Vendor Entry User: Course Overview
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Logging in to the NIH Portal

@321l Logging in to the NIH Portal

G PETTVRS O 6
L e -

© select your domain: [NIH =] which domain should 1 selecte
(2] User narme: Ipaulsa
Password: Iwﬂ change Password

Warning Notice

This is a U.5. Government computer system, which may be accessed and used only for autharized Government business by authorized personnel. Unauthorized access or use of
this computer system may subject violators to criminal, civil, andior administrative action

Allinformation on this computer systerm may be intercepted, recorded, read, copied, and disclosed by and to authorized personnel for official purposes, including criminal
investigations. Such information includes sensitive data encrgpted to cormply with confidentiality and privacy requirements. Access oruse ofthis computer systemn by any person,
whether authorized or unauthorized, constitutes congent to these terms. There is no right of privacy in this system.

Please e-mail questions or comments to tasc@nih.gov or call 301-594-6248

BT & (¢

Follow steps below to access the NBS Travel System application from the NIH Portal.

* Launch Internet Explorer. In the browser, navigate to the NIH Portal at http://my.nih.gov.
(Note: If you need Internet Explorer installed on your computer, please contact the NIH Help
Desk at 6-HELP (301-496-4357)

» Sign in to the NIH Portal according to the steps listed below, using the account information
you currently use to log on to Windows at your workstation.

* Select your domain from the pull-down menu. (Hint: Use the "Which
domain should I select? link for assistance.)

* Enter your User name.
*  Enter your Password.
*  Click the Log in button.

For Portal account and password assistance, contact the NIH Help Desk at 6-HELP
(301-496-4357).

NIH Payables Manual Vendor Entry User: Course Overview
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Adding a Community to your NIH Portal View

@401 M Adding a Community to your NIH Portal View

NG PETARS &
FepeuS® Rmss & A BPPORT S

Welcome NIHYpaulsal Poral S

MY PAGES .ﬁ -
MIH PORTAL PAGE | :
»Communities | » Document Directory & l

edit Your Memberships

Yucather for (e : :

Portal Information
: Center

¥ - - -
sdadn Light Rain
RN ]
Hed May 21 10123 AN ET
Temperature: S1°F/16°C

Humidity: &8% ‘i EDIT YOUR MEMBERSHIPS =
Barameter: 30.1din/1022nb ] CHOOSE YOUR COMMUNITIES _Finish |_cancel |
=

Winds: MWME at Smph/Skph

a4 The Communities you belang to and your default Gammunity are displayed on the right. To remove yourself from a non-mandatary Gommunity, click
ihe.Tojoin a Community, search or browse to the Cammunity, put a check mark next to its name, and then click Add to My Memberships
M Wihenyou are finished, click Finish to display your default Cammunity.

Enter a city orzip:l

Search for Communities | [Nl Folders

Browse for Communities Your Cornmunity Memberships

» B2 General Communities » B3 CIO - NIHIT Comrunities Your default Community:
b E ICs & Offices - E:f NBRSS MBRES Travel Users -
Portal Information Center

ADD TO MY MEMBERSHIPS ==

Enterprise Appli

Mandatary Cormmunity
¥ NBRSS BudgetFinance [¥ NBRSS Travel Users NBRSS Travel Users
BudgetFinance Community Community for users of MBS Travel System Unsubscribe

cIr

» B3 Project-Specific » B3 zzTestFolder ey Earamuaisy

What is a Portal Community and how do I subscribe to a Portal Community?

Portal Communities provide content, documents and application access to users who have a
common area of interest. Once you subscribe to a community, it will appear in the list on your
Communities tab every time you visit the NIH portal. Follow the steps below to subscribe to a
community.

*  Click on the “Communities” tab and select “Edit Your Memberships”.

* Locate a community of interest either by clicking a folder to browse for communities or
by entering a key word in the Search field and clicking "Go" to look for a specific
community.

*  Once you locate a community of interest, select it by clicking in the box next to the
community name.

e Click “Add to my Memberships”. (You may need to select your default community.)

e Click “Finish”. The subscribed community will now appear in the list on your
“Communities” Tab every time you access the portal.

NIH Payables Manual Vendor Entry User: Course Overview
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Questions

W3l Questions

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Questions?
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How to Use the Manual

Chapter 2
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How to Use the Manual

W42l How to Use the Manual

e T ST

» Each Student Guide contains a Table of Contents

Table of Contents

INIH Receivables Customer Eniry: Course Overview
HIH Receivables Customer Entry: Course Overview
Courge Objectives

Training Chaidelines

How to Use the Mangal

Accessing Oracle via the NIH Portal

Logging in to the NIH Portal

Adding a Compunity to wour NIH Portal View
Questions

NERSS Overview
HIH Business and Research Support System (MBREE) Owerview .
HIH Enterprise IT Swstems Architecture
HBR33 Project Objectives
MERZE Governance Strocture.

HBZ — How it Works

Expected Cutcomes of the NE3

Realities of the NB3

Track 1 Activities: General Ledger/Budget...
Sample Track 2 Activities: Travel

1
2
.13
4
L1-5
8
1
1
1
1

=R =Y

Accounis Receivable Overview
Track 2 Accounts Receivable Cverview
Leszon Objectives
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How to Use the Manual

W42l How to Use the Manual

BT s & RSk BV ST

» Each Chapter constitutes a lesson

» Each lesson has a set of objectives

Lesson Objectives

o160l | csson Objectives

After this lesson you should know how to:

+ Process customer addition requests

+ Process customer update requests

+ Conduct routine customer table maintenance activities

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

» The lessons contain information on the business processes as well as
step-by-step instructions on how to perform tasks in the NBS

Mew Customer Addition Request Frocess

3100 W New Customer Addition Request Process

OFM Processes Request

IC Enters Request

=l 1. Accessrequest

i
‘ 2. Search for Existing Customer ‘

Trawel Plarner sestches
for existing sporsor recard

Customer Addeliion

7
Travel Planrer downloads ‘ 3A. Enter 3B. Reject |

Request Request
Request fom fromthe

MIH Trave Portal Page

‘ 4. Inform Requestor |
Travel Planrer completes
the fortn and emals tta || ) l

the NERSS Customer ‘ 5. Move Request
Requests Mailkbox

&1 recpuests should be subraitted via ernail. Recuests will be forearded to a certral mailox,
accessed through Microsoft Outlook.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

Entering a New Customer

Step-by-step instructions on
how to perform tasks in the _ _ _

The purpose of this documert 1s to describe how new customers are entered into NBS. Ifa
NBS are co ntained in o cé!;stomerta]..readye)dsts in MBS, bt recpuires rnodification, then refer to one of the following

“‘Navigation” documents. +  Entering New Custoraer Cortact

Entering a New Custorer Bill- To Address

Navigations: © Modfying Custorer

MIH Recerables Customer Entry

1. May contain a Purpose or I = Customers > Standard
Prior Activity Sectlon Find/Enter Custorers

Purpose

Contain a Navigation Box T

on the first page T

Account Name

Contain a picture of the B
screen that you will use to

enter the data e b .
Lastbame [ st Hama |

Search Type @ Expct® © Fugr Closr

How to Use the Manual
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How to Use the Manual

@311 8l How to Use the Manual

» Navigation Boxes describe how to get to the appropriate screen in
Oracle to perform the task

NIH Receivables Customer Entry < Oracle Responsibility

N > Customers > Standard< Navigation Path

Find/ Enter Customers < Screen Name

» Navigation Boxes are always followed by a screen shot of the window
you will navigate to.

How to Use the Manual
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How to Use the Manual

s s s ms

1. Directive
statements will
help you
determine your
next step. The
statements are
indicated in Bold

Words in Bold
font indicate a
field, window, or
button name

W42l How to Use the Manual

a2 acGE e

If a message is received stating that no customer matched your criteria, goto task #3.
Otherwise, goto task #d4.

3. Select the Cancel button.

Goto task #1.

4. Place your cursor in the line associated with the omer contact that displays both the
Party Number and Customer Number.‘._é

Zelect the OK button.

[Eesult: The Customers - Standard window is displayed.

How to Use the Manual
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How to Use the Manual

@311 8l How to Use the Manual

BT s & RSk BV ST

The shaded fields indicate that the entry is optional or that you should
accept the default values

Enter the city rarae in the Sie Name field.
Enter the followirng address inforemation.

Field Description

Couniry Select the appropriate country from the LOV.

Address Enter the address line information

City Enter the city nare

Staie Enter the state

Postal Code Enter the Postal Caode

Province Enter the province dbbresdation

County Enter the county name

Example: The following iz a saraple corapleted Supplier Sites windowr.

If a field is not referenced, you should not change the default value.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual
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Note s provided after the task instruction provide useful information or
helpful hints to complete the step.

13, In the Payment Method {i=1d, select the appropriate payment method for this suppler.

- Hote: Ornice bank irdormation is associated with a supplier, the Payment Method fisld is

antommatically updated to Electronde.

14, Sawe the record.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual

The e nd Of the Example: Below 1z a sample completed Contacts: Roles region tab.

taSk Wl” be Addn T"" ificati Iordar“ q ‘I“ & ‘,If‘ icati I"‘ tact: ICnntacts‘Hnlesm

H H — Contact Name
Ay
Indlcated by Last First Title MNumber  Job Mail Stop  Referance

JIFELOMAN [BENJAMIN Mr. Treasurer

End of Activity. | il I | |
| | ' | | L

Description Primary [ |
) Bint To |

| & N
| S

3. Bave yvour wotle

End of activity.

How to Use the Manual
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How to Use the Manual

W42l How to Use the Manual
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Each lesson concludes with a Lesson Summary

Lesson Summary

AU M esson Summary

In this lesson yau learned how to:
* Process customer addition requests
+ Process customer update requests

+ Conduct routine customer table maintenance activities

How to Use the Manual
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NIH Business and Research Support System (NBRSS) Overview

NIH Business and Research Support
System (NBRSS) Overview

Track 2 End User Training
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NIH Enterprise IT Systems Architecture

trative
IT Systems
CRIS

IT Systems
NBS, EHRP

ini
inica

cl

iy
=
2
=
5
L]
S
Q.
=

Adm

Common Services
tor al, Single

Connectivity
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4 g"‘@‘?nbrss NIH Business System (NBS) — How it all
& ==

» Project began in FY 1999 with the development of a comprehensive business
case to replace NIH’s Administrative Data Base (ADB).

» ADB -- An integrated data base thatservices most of NIH’s administrative and
support functions.

= Central Accounting, Accounts Payable, Travel, Property, Acquisitions/Supply,
Contracts, and Service and Supply Fund activities.

= Transactions feed the accounting systemfrom the point of origin, i.e.,
procurement requisition, travel order, etc.

= Used by about 5,000 NIH employees, most of whom are in the Intramural
Research Program.

= Processes approximately 150,000 transactions each day.

» Work groups comprised of 200 NIH employees helped with the NIH decision to
go with a commercial Enterprise Resource Planning (ERP) product.

» The challenge is not to design software but to adapt NIH business practices to
the “best practices” embedded into the commercial ERP product.

NBRSS Overview
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NBRSS Project Objectives

NBRSS Project Objectives

v 2 web-based systems to provide administrative support to NIH’s scientific
mission

v Links the NIH accounting structure with administrative and scientific support
functions

v Incorporates industry standard “best practices”

Deplo yed
9/9/02!

v Integrates NIH’s core administrative functions Improves Human Resources and benefits
v Finance — Scheduled Deployment 10/1/03 management and planning across DHHS and
Travel — Sch eduled Dep loyment 9/1/03 NIH
Property Modernizes the processing of Human
Acquisition/Supply Resources actions
R & D Contracts Replaced the DHHS Human Resources

v Service & Supply Fund system (IMPACT)

v" Replaces the current Administrative
Database (ADB)

NBRSS Overview
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NBRSS Governance Structure

@421l NBRSS Governance Structure

APCH SFPORT ST

20
+1

NiH Le aders
Administrative Manage ment Systems SteeT DHHg Rep, W - NBkss 1 ity ) .

= *Funct. Teams - employees reporting to
Committee (AMSSC) *Tech. Teams -CIT employees reporting to TM
] *BearingPoint employees report to SI
«CM-NBRSS employees reporting to Director
«Each, in tum, reports to Project Manager
Project Manager *Functional Advisory Committee and Resource
Colleen Barros Team members are IC/OD employees

(NBRSS) serving on ad hocbasis
Steering Committee is top policy making body
I

Functional Technical Systems Change Change Management
Managers Managers Integrator Manager Advisory
Leslie Siddeley (NBS) Carol Perrone (CIT) Tom Breuer Susan Corey Committee
Jan Maltbie (EHRP) Jack Vinner (CIT) (BearingPoint) (NBRSS) (NIH IC/OD)

Functional Advisory
Committees

(NIH IC/OD)

Functional Technical
Team Team

Members Members
(NBRSS) (NBRSS)

Functional, Technical
and Change
Management
Team
T Members
I (BearingPoint)

Change Mgmt
Team

—
A0 Et\d‘“se's Resource Teams
\ (NIH IC/OD)
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NBS - An Integrated System

Purchasing
Dracle & CompuSearch)

General Ledger / Inventory
Budget Execution (Oracle)

(Oracle)
Projects

Property
R&D Oracle
(Sunflower) Confracts ( :

(CompuSearch)

NBRSS Overview
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NBS — How it Works

FAUEM \NBS — How it Works

» Typically, transactions proceed horizontally across several administrative
functions.

Administration uses the NBS to purchase a piece of equipment for a scientist.

In real time, this information automatically transmits to finance to check funds
availability; obligate funds; and once the equipment is received, pay the bill.

Upon receipt this information automatically flows to property to track the equipment.

» Whyan integrated system?
Himinates multiple entries;
Minimizes the potential of errors;
Provides accurate reports; and

Himinates the expense and technical difficulty of linking together systems that are
dedicated to individual functions.

NBRSS Overview
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Expected Benefits of the NBS

N Expected Benefits of the NBS

» One integrated system, linking each of the major
business functions, including human resources;

» Better integration and sharing of information within the
organization;

» Improved managerial control and access to key data; and
» Improved financial statements and management reports

across NIH, using the new Accounting Classification
Structure (ACS).

NBRSS Overview
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Realities of the NBS

SUVEMN Realities of the NBS

NBS replaces a dying system —something had to be done. NBS offers a
modern-day feel, but no system is perfect, and the NBS will not solve
everything.

NBS is not a proprietary system — we’re bound by the software, and
customizations are costly.

There will be a phased conversion period, so we will not experience the full
functionality and benefits all at once. As pieces of the currentsystem are
shut down and the new system is set up, there will be disruption.

The administrative, legal, and regulatory policies outside of the NBS remain.

To reap the full benefits of the NBS, local IC policies and approval levels may
need to be reevaluated.

The NBS project is not operating independently — it is influenced by various
Department initiatives.

NBRSS Overview
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Track 1 Activities: General Ledger/Budget

WALl Track 1 Activities: General Ledger/Budget

» NBS General Ledger replaces the CAS as the system of
record

» New projects (former CANs) are created

» Budgets are entered based on the new accounting
structure

NBRSS Overview
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Sample Track 2 Activities: Travel

g%fnbrss  Sample Track 2 Activities: Travel

NBS Travel System

" Enter, approv e, and electronically route travel documents, such as authorizations and
vouchers.

Accounts Payable

" Process pay ments to travelers and travel management centers for expenses entered in the
NBS Travel Sy stem
" Maintain the database of travelers and banking information

Accounts Receivable
. Establish a list of sponsors that is referenced by the NBS Trav el Sy stem
= Track amounts due from and paid by non<ederal organizations that sponsor travel

Cash Management

" Reconcile inv oices from TMC files to expenses entered inthe NBS Trav el Sy stem and
processed in Accounts Pay able

General Ledger/Fed Admin

. Collect data from all financial subledgers
" Record in-kind contributes from sponsors
= Enter manual journal v ouchers

NBRSS Overview
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Overview of Supplier Table

Overview of Supplier Table

Track 2 End User Training
August 21 - 22, 2003
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know:
How the Supplier Table is utilized in the NBS
What informationis held in the Supplier Table

How individual and organization supplier informationis
entered into the Supplier Table

How banking information is entered for individuals who
receive ACH payments

Overview of Supplier Table
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Supplier Table in Oracle

W42 Ml Supplier Table in Oracle

FepgaS® st 4 ki TR T

» The Supplier Table is the main source of supplier information in NBS.

» Basic supplier information such as name, address, payment method,
must be entered prior to the creation of a purchase order or AP
invoice.

» Bank information is required prior to the issuance of electronic

payments in AP. Supplier Table

Name Address Supplier # Organization | Bank Information
John Smith 1256 Democ | 1526354 HN2536C Bank of America
Jare Doe 2563 Fernw | 152685 HN2563C Citibank

B Qrde Invoice
raveler $375.5 raveler $3755

Ban
Purchase Order

Impac  $120

Impac  $120
Citbank # 1256

Before a purchase order or AP invoice can be set up, the supplier must be entered into the
Supplier Table.

Before an electronic payment can be issued from AP, the supplier’s bank information must be
entered into the Bank Table.

Overview of Supplier Table
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Population of Supplier Information for Track 2

W42 1L Ml Population of Supplier Information for Track 2

LT e A A

» The Supplier Table contains

information on every entity that will .
be paid from the NBS. Supplier Table

» This list includes:

* Individuals Individuals

= Employees
= Contractors
= Fellows
" Patients Companies
= Council Members
= Guest Speakers, Interviewees...
= Companies

= Impac Government Services (U.S.
Bank) for TMC purchases of tickets
and TMC service fees

= Vendors

Overview of Supplier Table
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Population of Supplier Information for Track 2

4 NSl Population of Supplier Information for Track 2

WS BSTITTS 0 R
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> If a supplier is to be paid electronically,
ACH data is required.

= Most individuals will be required to submit

Supplier Table

ACH information.
* The exceptions are Bethesda Clinical Individuals
Center Patients, Baltimore Patients, and

foreign travelers.
Companies

Bank Table

Bank Information
(ACH)

Overview of Supplier Table
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Entering Individual Travelers into Supplier Table

4 Z8Y1 .l Entering Individual Travelers into Supplier
g™ Table

» Information on Individuals will be interfaced to the Supplier Table from

the Employee Table.
NBS Travel System

» The information located in the Employee
Table also serves as the source of
traveler information in NBS Travel

System

SHELC/EENERS Supplier Table

Individuals Individuals

Bank Table

Bank Information
(ACH)

The process that brings information from the Employee Table to the Supplier Table and the NBS
Travel System will run every hour.

Overview of Supplier Table
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Entering Individual Travelers into Supplier Table (cont.)

§ Entering Individual Travelers into Supplier
foms. Table (c?ont PP

NBS Travel System

Travelers

Supplier Table

Individuals Individuals

Bank Table

Bank Information
(ACH)

Employee Table

Information for individuals will be interfaced from HRDB (Human Resources Database) and NED (NIH
Enterprise Directory) into the Employee Table.

The process that transfers records from NED to the Employee Table will run on a nightly basis.
The process that transfers records from HRDB to the Employee Table will run every two weeks.

Individuals who are not located in either of those two systems will be entered directly into the Employee
Table.

Overview of Supplier Table
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Population of the Bank Information

4 21Ul Population of the Bank Information
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» ACH Information for travelers existing in the ADB will be transferred to
the NBS. NBS Travel System

Travelers

Supplier Table

Individuals Individuals

Bank Table

Bank Information
(ACH)

Employee Table

The process that transfers ACH information from the ADB to the NBS Bank Table will run on a nightly
basis.

ACH information for new travelers who wish to be paid electronically and are not located in the ADB
must be entered into the NBS manually.

Overview of Supplier Table
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Traveler Entry into Oracle HR

4 NVES Ml Traveler Entry into Oracle HR

s
Fpes® a1 e

Bethesda Baltimore Phoenix Non-NIH

Clinical Center ; . Affiliated
. Patients Patients

Patients Travelers

EIN

Prefix CP BP PP NN

» Clinical Center > Baltimore > Phoenix > 1C Requests
Entry Enters Requests Requests

» OFM Approves
Method | » OFM Reviews > OFM Approves | > OFM Approves or Rejects
or Rejects or Rejects

As needed Yes As Needed

Four types of individuals will not be interfaced from NED or the HRDB:
» Bethesda Clinical Center Patients (CP)
* Baltimore Patients (BP)
* Phoenix Patients (PP)
* Non-NIH Affiliated Travelers (NN)

Government Accounting will approve the entry of the following travelers prior to the
creation of the supplier record:

» Baltimore Patients
* Phoenix Patients
* Non-NIH Affiliated Travelers.

Clinical Center staff will enter the Bethesda Clinical Center Patients. OFM will retain
oversight of the entry.

Overview of Supplier Table
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ACH entry is not allowed on Bethesda Clinical Center Patients.
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Clinical Center Patient Entry Process

¥a SV EMl Clinical Center Patient Entry Process

Clinical Center has been authorized to enter the patients directly into the
Employee Table. OFM will retain oversight of the process through a report.

OFM monitors Clinical Center patient entry and makes
corrections if necessary

1. The Patient Travel Voucher
Office receives a MIS form for
anew patient and forwards it to
Patient Administration

3. The Clinical Center Organization
Admi nistrator assigns arouting list to the
traveler in the NBS Travel System

2. Patient Administration enters the
Patient Traveler into the NBS

i + Patient Datais added b the Employee Table 4. A travel document can
H be created and approved for

’ * A process is run to populate the supplier table and the the new patient traveler
i NBS Travel System H

The Clinical Center in Bethesda is responsible for entering new patients that travel to the Clinical
Center into the Employee Table.

A process will run every hour to send new traveler information to the NBS Travel System and
the Supplier Table.

The Clinical Center Organization Administrator is responsible for setting up the traveler profiles
for the newly added patient travelers.

OFM is responsible for general oversight of the Clinical Center’s record entry to ensure that they
are following entry guidelines.

Overview of Supplier Table
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OFM Oversight of Clinical Center Entry

@421 Ml OFM Oversight of Clinical Center Entry
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OFM monitors Clinical Center patient activityand makes
corrections if necessary

» OFM retains owversight responsibilities for Clinical Center patient entry.

» OFM Government Accounting Office runs a report to view all entries
made by Clinical Center to review for accuracy.

> If the Clinical Center requires a change to a patient’s SSN or name, the
Clinical Center must request the change from OF M.

Overview of Supplier Table
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Option 3: Oracle Extension

WALl New Traveler Addition Request Process

IC Enters Request OFM Government

S, Accounting
Processes Request \

Designated person within 1. Access request
the IC receives request (’
v

Requestor enters request

_ ™ Traveler Added
2. Review request ' | to Supplier and
1

Traveler Tables

I d
3. Approve or Reject fpprove

the request

Requestor updates the
request

A y
4. Move request

--- Rejected --

This process is similar to the current EIN request process.

This process will be used when adding Baltimore Patients, Phoenix Patients and Non-NIH
Affiliated Travelers to the NBS.

OFM will receive the request via email to a central mailbox.

OFM retains control over the record. The record will not proceed to the supplier table or to the
NBS Travel System until OFM approves the request.

Overview of Supplier Table
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NBS ACH Source and Manual Entry Process

WAL NBS ACH Source and Manual Entry Process

» The chart below describes the source of ACH information in the NBS.

Traveler Type NBS ACH
Source
Employees ADB Vendor File
Domestic and Foreign Fellows with US bank account |ADB Vendor File
Foreign Fellows without US bank account N/A
Consultants/Contractors ADB Vendor File
Committee Members/Appointments ADB Vendor File
Bethesda CC Patients N/A

Baltimore Patients N/A

Phoenix Patients OFM

Non-NIH Affiliated Persons OFM

Foreign Non-NIH Affiliated Persons N/A

» Entry Process
= |C faxes ACH Request form to Government Accounting
= Government Accounting reviews request for completeness
= Government Accounting enters ACH information

Overview of Supplier Table
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Lesson Summary

@31 Ml | esson Summary

In this lesson, you learned:
How the Supplier Table is utilized in the NBS
What informationis held in the Supplier Table

How individual and organization supplier informationis
entered into the Supplier Table

How banking information is entered for individuals who
receive ACH payments

Overview of Supplier Table
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Review and Process New
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Review and Process New Traveler Requests

Review and Process New Traveler Requests
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August 21— 22, 2003
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know how to:

* Review and Process New Traveler Requests
« Review Clinical Center Patient Entry

» Update Clinical Center Records

Review and Process New Traveler Requests
Chapter 5 - Page 3



Reviewing and Processing New Traveler Requests

_-\Jé i&nbrss. Reviewing and Processing New Traveler
| s Requests

After this lesson you should know how to:

= Review and Process New Traveler Requests
* Review Clinical Center Patient Entry

» Update Clinical Center Records

Review and Process New Traveler Requests
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Roles and Responsibilities

L LM Roles and Responsibilities

ICs

Enter traveler addition requests in the NBS
v Provide OFM additional information, if requested

v Modify request, if requested

OFM Government Accounting

v Review request for accuracy and completeness

v' Approve or reject the request

v Inform IC of additional information required

Review and Process New Traveler Requests
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Option 3: Oracle Extension

WALl New Traveler Addition Request Process

IC Enters Request OFM Government

& Accounting
Processes Request \

1. Access request f
g

_ ' | Traveler Added

2. Review request i | to Supplier and
1
1
1

IC designated individual
receives request

v

Requestor enters request H

|

Requestor updates the
request

A y

' 4. Move request

Traveler Tables

y

3. Approve or Reject || Approved
the request

L T S

_ __. Rejected

The Government Accounting Office Staff will receive requests to add/modify three different
types of traveler records to the system:

» Baltimore Patients (Employee Number begins with BP)
» Phoenix Patients (Employee Number begins with PP)

» Non-NIH Affiliated Travelers, such as guest speakers, interviewees, etc. (Employee Number
begins with NN)

All requests will be made electronically. Requests will be forwarded to a central mailbox,
accessed through Microsoft Outlook.

The NBRSS — Govt Acctg mailbox will contain 2 types of requests: New Records and Updated
Records

The Government Accounting Office staff that have been role mapped to the NIH Payables
Manual Vendor Entry will be responsible for processing the requests.

Review and Process New Traveler Requests
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Accessing the Email Request

@311 Ml Accessing the Email Request
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Requests to add non-NIH affiliated travelers 1. Access request
and new patient travelers from Baltimore
and Phoenix will be sent to the

NBRSS - Govt Acctg Inbox.

NBRSS - GOVT ACCTG - Inbox
Folder List Xl | [ |% | @) From |Subject £
H@ Mailbo - MERSS - GOYWT ACCTG

O Oracle Workflow a...  Approval Required For Mon-FTE Mumber BPO0003655
@ Oracle Workflow a..,  Approval Required For Mon-FTE Mumber BPO0D03660
O Oracle Workflow a...  Approval Required For Mon-FTE Mumber BPO0003661
d Oracle Workflow a...  Approval Required For Mon-FTE Number NMNODDD3657
0 Oracle Workflow a.,. Approval Required For Mon-FTE Mumber NMOD003660
@ Cracle Workflow a... Approval Required for Mon-FTE Mumber PPOD003653
@ Oracle Workflow a... Approval Required For Mon-FTE Mumber PPO0D03653
@ Oracle Workflow a... Approwval Required For Mon-FTE Mumber PPO0DO3653
{1l Oracle WorkFlow a.,, OFM Accepted

o Calendar
-3 Deleted Items

‘{ﬁ Sent Ikems
DL Tasks
El@ CQutlook Today - [Mailbox: - Siron,
o B Calendar

P ek ok

Db bDhDDD

New Traveler Type Indicator

Individuals with the NIH Payables Manual Vendor Entry User responsibility will have access to
the NBRSS Government Accounting Mailbox to which the requests are sent.

The subject of the email message will indicate the type of traveler. Priority should be given to
patients (Patient numbers are prefixed with PP or BP).

To access the email request:

* Open Microsoft Outlook

+ Select the Mailbox — NBRSS — Govt Acctg — Inbox
* Double click on the message to open

Review and Process New Traveler Requests
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Sample New Record Request Email

W21 Ml Sample New Record Request Email

SN RN SUPPORT TSI

Below is a sample email request for a new record

1. Access request

i Approval Required to enter Person Data in NBS: NNDDOD377¢

| File Edit Ylew Insert Format Tools Actions Help
| gorepy | orepivto | oForasd | 5 B | v [0 X | & - w - 5[ T

From:  Oracle Workflow alS8t2c3 [al58t2c3@copper. cit.nih.gov] Senti Tue 8/5/2003 8:25 AM
To: NBRSS - GOYT ACCTG

Cc:

Subject:  Approval Required ko enter Person Data in NES: NNOD0O3776

Preparer Username : STRONT_NIH
Preparer Email sironj@mail nih gow

Record Type : New Record

First Mame :CASSANDRA
Last Name DULMAGE

Iiddle MName f

Employee Number : NIN00003776
Social Security Number : 111-55-8888
Person Type - GUEST SPEAEER
Email Address

Address Line 1 : 1526 BEEKNMAN PLACE
Address Line 2

Address Line 3

City

State

Zip Code

Country

Preparer Comments

&)

Motification

Requests for a new record will be indicated by a record type “New Record”

In the body of the email, the following information is displayed:
* Preparer’s User Name

* Preparer’s Email Address

* Record Type

* First Name

e Last Name

* Middle Name

* Employee Number

* Social Security Number

» Person Type (i.e. Baltimore Patient)
* Email Address

* Mailing Address Information

* Preparer Comments

Review and Process New Traveler Requests
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Sample Modification Request Email

¢

ses:nbrss
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Below is a sample email request to update an existing
record.

= Appeaval Requiecd fo enter Persan Daka in MB5: RROO0O3TT6 - Mes

Eie Bt Y [merl Fomal Touk fclions Bel

ooty | O foply o A | WForword | & 0 | W (D5 X & - w - 451 3.
<rade Werkflow #.rih. o]
MBRSS - GOVT ACCTS

From;
To:
Cet
Sublect:

Sank 04 A1

Sample Modification Request Email

1. Access request

Preparer Username : S[ERON]_WNIH
Preparer Email + sonyifimed ah gov

Eecord Type : Updated Hecord

I

LCASSANDEA
: DULMAGE

First Mame
Last Mame
hhdde Marme B
Employee Humber : 00003776
Social Security Mumber : 111-55-8338
Pereon Type + GUEST_SPEAKER
Emad Address
Address Line 1
Address Line 2
Address Line 3
City

State

: 1562 BEEEMAMN PLACE

: PHOEMNE,
TAZ

R2a52
LI

. UTFDATED ADDRESS MEORMATION P

Zip Code
Country

Prepager Comuments

e Preparer Comments

€] “
Nobificstion
Deta... (B..

Requests for updated records will be indicated by a record type
The same data fields are visible in the body of the email.

The requestors have been instructed to include details regarding
the Preparer Comments field.

“Updated Record”

the changes being requested in

Review and Process New Traveler Requests
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Search NBS for Existing Records

W42l Search NBS for Existing Records

Before approving the request, we
recommend checking the database to see if
a record already exists.

2. Review request

NBS Travelers
.\ Is there a John Smith here?

New Traveler Request

The patient’s name and social security number listed in the email request can be used to search
for existing records.

If a new traveler request is received for an individual who exists in the NBS, contact the
requestor and suggest that they use the existing record.

Review and Process New Traveler Requests
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Searching for Existing Records

al Searching for Existing Records

2. Review request

%Emm BEEEnE il

Name

Identifier Gender

® Female

You may search for existing records by using the Query Mode method.
. Press the F11 key

. Enter your search criteria
. The first and last name (Use the % wildcard for partial values) or
. The social security number

. Press Ctrl + F11 keys to execute the search

Searching in a few different ways helps ensure that duplicate records do not exist.
The status bar will indicate the query results.

Note: If the status bar indicates that only one record was found, then no duplicates exist. The
one record is the actual request that has been submitted.

To exit query mode, select the F4 key.

Review and Process New Traveler Requests
Chapter 5 - Page 11



Searching for Employees

NIH Payables Manual Vendor Entry User
N > Employees > Enter Employees

Enter Person

NIH Phoenix Patient Entry User

NIH Baltimore Patient Entry User
NIH Clinical Center Patient Entry User
NIH Non Affiliates Entry User

N > Enter Person

Enter Person

EEEnter Person
Name
Last Mame
First
hiddle
Title

Identifier Gender

Erployee NMumber - ®hiale ®Famale O Lnknownh

=i B 18- JUN-2003 —

Personal Information

Birth Date Ermail
haail Wark Telephone
[l

1. Press the F11 key to enter query mode.
Result: The fields turn blue.
2. Enter the search criteria.

* Enter the individual's social security number in the Social Security field. Be sure to use
the correct format (NNN-NN-NNNN)

Review and Process New Traveler Requests
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* Enter the individual's last name, using % wildcard.

Example: Below is a sample screen.

EEEnter Person
Name
Last Marne
First
hiddle

Title

Identifier Gender

Ermployee Mumber & hiale ®Female
£ -1 E e 288 84 3555

Personal Information
Birth Date [ Email
hatail ;J Wark Telephone

3. Press the Ctrl + F11 keys to execute the query.

Result: The records that match your query criteria will be displayed or the status bar will
read "Query caused no records to be retrieved. Re-Query"

If you would like to re-query the record, goto task #2.

If no records were found and you want to stop searching, goto task #4. Otherwise, end of
activity.

4. Press the F4 key to exit query mode.

End of activity.

Review and Process New Traveler Requests
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Approving or Rejecting the Request

@a>11 8l Approving or Rejecting the Request

»m?*u_- S Rt v

3. Approve or Reject

» Return to NBRSS - Government Accounting the request

Inbox

NBRSS - GOVT ACCTG - Inbox

Folder List X | ' | Subject £

0 Oracle Woarkflow a... Approval Required For Mon-FTE Mumber EPOO003658
0 Oracle Workflow a...  Approval Required For Mon-FTE Mumber EPODDD3660
@ Oracle Workflow a,.. Approval Required For Non-FTE Mumber EPODD03661
@ Oracle Workflow a..,  Approval Required for Non-FTE Mumber MNOOOO3657
@ Oracle Workflow a... Approval Required For Non-FTE Mumber MNOODO3660
0 Oracle Workflow a...  Approval Required For Mon-FTE Mumber PPODDD365S
@ Oracle Workflow a...  Approval Required For Non-FTE Mumber PPOO003659
Q Cracle Workflow a...  Approval Required For Mon-FTE Mumber PPO0003659
. OFM Accepted

=k @ Mailbice: - NBRSS - GOVT ACCTE
€8 Calendar
-3 Deleted Trems

-5 Inbox
@ Outho
f.ﬁ Sent Ikems
@-. Tasks
= @' Outlook Today - [Mailbox - Siron,

4B Calendar
R R T T

LReDDD DD

[
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Approving or Rejecting the Request

@a>11 8l Approving or Rejecting the Request

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

3. Approve or Reject
the request

» Open the email message

Dle Edb Wew [roert Fomst Tooks Actions el
Bolech Wiy to &) | o Forprd | &

Frome  Cracie Workflow 4150k i) [a1 S8 pyvin.ck.nh.gov]
IS - GENT ACETG

LAl e Sy

ce:
Subject:  Apgroval Rscuned e PoreFTE Sisnboee BROODIST

Record Type

MD
Country s
Freparer Comments
0 autematically generate an E-mail response. Before sending the E-nail respon:

Mease click on ane of the fallowing choices
natifieatien, ensurs all respones prompts include  dosired rasponees value within deubla-quotes.

AreeptReject

a
Matiication

Deta... (B... l

» Double click on the Internet Explorer icon
» Select Open and OK

Review and Process New Traveler Requests
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Approving or Rejecting the Request

(¢ fexnbrss

FepgaS® st 4 ki TR T

» Enter your comments

Approving or Rejecting the Request

3. Approve or Reject
the request

(| Notification Details

To GELCO,
Subject Approval Required for Non-FTE Number NN00003657

ORACLE |

Sent 18-JUN-2003 11:38:49

Record Type : New Record

First Wamne : BENTAMTIT

Last Mame FELDMAN

Iiddle Mame Iy

Employes Number NH00003657
Social Security Number : 111-22-4596
Person Type GUEST_SPEAKER
Email Address
Address Line 1
Address Line 2
Address Line 3
City WASHINGTON
State oC

Zip Code 20017

Country

152 PAUL STREET

roval / Rejection Comments

Eesponse from OFM  Accept rejact Reassign.

» Select the Approve or Reject Button

In the Approval/Rejections Comments field, you should at a minimum enter your initials and

the date you processed the request.

Review and Process New Traveler Requests
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Approving and Rejecting Traveler Addition/Modification Requests

MS Outlook

Inbox

Mailbox - NBRSS - GOVT ACCTG

NBRSS - GOVT ACCTG - Inb

Folder List b4
@ Mailbox - NBRSS - GONT ACCTSE
B Calendar

{3 Deleted Items

@ Inbox (1)

@ Outho

43 Sent Thems

@ Tasks

@ Outlook Today - [Mailbox - Siron,
@ Personal Folders

@ Public Folders

T i

[

0 oracle Workflow ...
G Oracle Workflow a...
@ Oracle Workflow ...
G Oracle Workflow a...
0 Oracle Workflow a...
G Oracle Workflow ...
@ Oracle Workflow ...
0 Oracle Workflow a...
0 Oracle Workflow ...
G Oracle Workflow a...

DRREDDLDDDD G

| subject

Standard Purchase Qrder
Standard Purchase Qrder
Standard Purchase Crder
Standard Purchase Qrder
Standard Purchase Order
Standard Purchase Crder
Standard Purchase Qrder
Standard Purchase Order
Standard Purchase Order

. Approval Required for Non-FTE Mumber NNODDO3657

TR1% has been approved
TR19-CE has been approved
TR1& has been approved
TR18-CE has been approved
TR16 has been approved
TRI16-CE has been approved
TRI15-CB has been approved
TR15 has been approved

2 has been approved

Approval Required for Mon-FTE Number BPOO003657

Tue 6/17/2003 5:03 PM
Tue &/17/2003 5:03 PM
Tue 6/17/2003 5:03 PM
Tue 6/17/2003 5:03 PM
Tue &/17/2003 5:03 PM
Tue 6/17/2003 5:03 PM
Tue 6/17/2003 5:03 PM
Tue 6/17/2003 5:03 PM
Tue 6/17/2003 3:51 PM

From: Orace Workflow al58t2c3

To: MBRSS - GOYT ACCTE

Subject: Approval Required For Non-FTE Mumber MNODD03657  Co:

Tue 6/17/2003 1:33 PM J
-

Record Type : New Record

First MName

Last Matne

Ifiddle IMame
Employee Number
Soctal Security Number :
Person Type
Ermail Address
Lddress Line 1
Address Line 2
Address Line 3
City

State

Zip Code

: BENJTAMIN

. FELDMAN
‘N

: NI00003657

111-22-45%6

: GUEST_SFEAKER
1152 PATUL STREET
S WASHINGTON

DC
- 20017

-

1. Double click on the new message to open.

Result: The mail message will be displayed.

Review and Process New Traveler Requests
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J§J39p|y|@Rep\ytom_l ‘ W8 Forward ‘ = By ‘ v ||B by |4 - ¥ - Aﬂ @ >

From: Oracle Workflow a158t2c3 [a158t2c3@copper . cit.nih.gow]
To: MBRSS - GONT ACCTG

Cc:

Subject:  Approval Required for Mon-FTE Number NNOOD03657

Sent: Wed 6/18/2003 11:33 AM

Eecord Type : New Record

First IName - BEMTAWIN
Last MName - FELDMAN
Widdle MName N

Employee Mumber CWMI00003657
Social Becurity Number : 111-22-45%96

Person Type . GUEST _SPEAKER
Email Address ; [%
Address Line 1 . 152 PATIL STREET

Address Line 2
Address Line 3

City CWASHTINGTON
State (DC

Zip Code 220017

Country :

Preparer Comments

Please click on one of the following choices to automatically generate an E-mail resp Before

m

notification, ensure all response prompts include a desired response value within double-quotes.

AcceptReject

the E-mail response to close this

|»

&
Natification
Deta... (8.,

2. Double click on the Notification Data attachment.

Result: The Open Mail Attachment window is displayed.

Opening Mail Attachment [ 7l x

Cpening:
& Motification Detail Link. bkl

WARNING; Web pages, executables, and other attachments
may conkain viruses or scripts that can be harmful to your
computer, Ik is important to be certain that this File is from a
trustwarkhy source,

‘ithat would wou like bo doowith Ehis file?
8 Cpen ik
% Saveit ko disk

¥ always ash before opening this bvpe of file

0] 4 I Zancel

3. Select Open It and select OK.

Result: The Oracle Notification Details window is displayed.

Review and Process New Traveler Requests
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(| Notification Derails |

To GELCO,
Subject Approval Required for Non-FTE Number NIN0O0003657

ORACLE

Sent 18-JUN-2003 11:38:49

First IMame

Last Mame

Middle Mame
Emplovee Mumber
Social Secunty NMumber
Person Type

Email Address
Address Line 1
Address Line 2
Address Line 3
City

State

Zip Code

Country

T ~

Record Type : New Record

BENTANIT
FELDMAIN

N

NI00003657
111-22-4556
GUEST_SPEAEER

152 PAUL STREET

WASHINGTON

DC
20017

Approval { Reection Comments

Eesponse from OFM  Accept

Reassign... |

|

4. Review the request by using the scroll bar on the right side of the window.

5.  Enter comments in the Approval/Rejection Comments field.

Note:

— Enter your initials and the date in the comments box

— Ifyou are rejecting the request, indicate what action the requestor should take to
correct the request

If the request is approved, goto task #6. Otherwise, goto task #7.

6. Select the Accept button.

Result: The notification is complete and the response from OFM reads “Accept.”

Review and Process New Traveler Requests

Chapter 5 - Page 19



(| Notification Details | ORACLE |

To GELCO, Sent 18-JUN-2003 11:38:49
Subject Approval Required for Non-FTE Numher NIN00003657

Record Type : New Record

First Mame : BENTAIN
Last IName : FELDMAT
Middle Mame N

Employee MNumber MMO0003657
Soctal Security HMumber : 111-22-45%6

Person Type 1 GUEST_SPEAKER
Email &ddress :
Address Line 1 ;152 PAUL STREET

Address Line 2

Address Line 3

City TWASHINGTON

State :DC |
Zip Code 120017

Sountfy ~ . : o

Notification Response is Complete

Lpproval [ Rejection Comments Approved

Response from OFM Accept

Goto task #8.

7. Select the Reject button.

Result: The notification is completed and the response from OFM reads “reject.”

(| Notification Details || ORACLE |

To GELCO, Sent 18-JUN-2003 11:58:47 Closed 18-JUN-2003 12:14:51
Subject Approval Required for Non-FTE Number PPO0003659

Record Type : New Record

Firct MName : JENHMIFER

Last Name (JOMES

diddle Mame DA

Employee Mumber :PPO0O0O0ZE5Y

Soctal Security Number : 111-88-7777

Person Type . PHOEWEL PATIENT

Ermail Address ]

Address Line 1 (1777 5 STREET

Address Line 2 CAPT 34

Address Line 3 ]

City CWASHINGTON

State :DE 1
Zip Code 220016

fountry B , TS T

Notification Response is Complete

Approval [ Rejection Cotnments
Response from OFM reject

8. Close the Notification Details window.

Review and Process New Traveler Requests
Chapter 5 - Page 20



9. Close the Outlook Message.

End of activity.
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Notification Status After Approval/Rejection

A2 Ml Notification Status After Approval/Rejection

) SR

Once an email notification has been answered, it | 3- Approve or Reject
cannot be accepted/rejected again. the request

( Notification Details ORACLE |

To GELCO, Sent 183-JUN-2003 11:38:49
Subject Approval Required for Non-FTE Number NIN00003657

Record Type : New Record

First Name BENTAMIN

Last IName FELDMAN

Middle Name N

Employee Number NMN00003657
Social Security Number : 111-22-4596
Person Type GUEST_SPEAEER
Emal Address

Address Line 1 1152 PAUL STREET
Address Line 2

Address Line 3 :

City TWASHINGTON
State DC

Zip Code 120017

Country A

Nuotification Response is Complete
Approwal { Rejection Comments Approved
Response from OFM Accept

Review and Process New Traveler Requests
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Transfer to the Supplier Table

@321 Ml Transfer to the Supplier Table

Fepea® e s i

Once the scheduled program has run, a supplier | 3- Approve or Reject
record will also be created for the individual. the request

I S

BENJAMIN N FELDMAN:NNDOOD3657 Supplier Mumber gIIEIEE |

(500111224596 _ a ion Nurnter [
INDEC4712 |

General | Classil

Parent Supplier Mame | Mumber
Customer Number

Supplier Name field is equal to the Employee Name:Employee Number.

Taxpayer ID field is populated with the Social Security Number.

The NIH Bank Setup User may now enter ACH information for this traveler.

Review and Process New Traveler Requests
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Moving Message to Processed Requests Folder

/ o nbrss Moving Message to Processed Requests

» Move completed requests to the Processed
Requests folder

4. Move request

» Simply “Drag and Drop” the message

NBRSS -

GOVT ACCTG - Inbox:

Folder List X

D% @ From | Subject

|Received  ©

-

Mailhox - NBRSS - Customer Requests + |

<A Calendar
(3 Deleted Ttems
-G Inbox
- Outhox
@ Sent Tkems
Mailboz - MBRSS - GOYT ACCTGE
4B Calendar
43 Contacts
(3 Deleted Ttems

B Drafts

=13 Inbox (18)
LG

(Q Journal
{3 hotes
&3 outbox

573 Sert Trems

T Tasks

0 Cracle Workflow ... Approval Required to enter Person Data in NES: NMODDD3772
@ Oracle Workflo... Approval Required to enter Person Data in NBS: NNDDD03763
0 Oracle Workflo... Approval Required to enter Person Data in NBS: NNDDO03764
@ Cracle Workflow ... Approval Required to enter Person Data in NBS: NMODDD3773
@ Oracle Workflo... Approval Required to enter Person Data in NBS: NNOOD03768
@ Oracle Workflo... Approval Required to enter Person Data in NBS: NNODDO3771
@ Oracle Workflo... Approval Required to enter Person Data in NBS: NNOOD03767
| Oracle Workflo... Approval Required to enter Person Data in NBS: NNOODO3765
@ Cracle Workflow ... Approval Required to enter Person Data in NES: NMODDD3773

Wed 7/30/2003 2:30 ...

wed 7,/30/2003 2:...
wed 7/30/2003 2:...

Wed 7/30/2003 2:27 ...

wed 7/30/2003 2:...
wed 7/30/2003 2:
wed 7/30/2003 2:
Wed 7/30/2003 2:

From: Cracle Workflow a158t2c3 To: NBRSS - GONT ACCTG
Subject: Approval Required to enter Person Data in MES: NNOOOO3772  Co:

Preparer Username - PATTLSA NIH

Preparer Email : panlsai@marl mh, gow

Rsnnr T Tavdssad Tawawd

To move the message to the Processed Requests folder, select the message in the upper-right
hand frame and drag your cursor to the Processed Requests folder.
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Practice Lab

A2 Ml Practice Lab

TN RSTITTS O HEATH
q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 1: Approving/Rejecting New Traveler Requests
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Reviewing Clinical Center Patient Entry

W42 Ml Reviewing Clinical Center Patient Entry

After this lesson you should know how to:
* Review and Process New Traveler Requests
=> Review Clinical Center Patient Entry

» Update Clinical Center Records

Review and Process New Traveler Requests
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Clinical Center Patient Entry Process

¥a SV EMl Clinical Center Patient Entry Process

Clinical Center has been authorized to enter the patients directly into the
Employee Table. OFM will retain oversight of the process through a report.

OFM monitors Clinical Center patient entry and makes
corrections if necessary

1. The Patient Travel Voucher
Office receives a MIS form for
anew patient and forwards it to
Patient Administration

3. The Clinical Center Organization
Admi nistrator assigns arouting list to the
traveler in the NBS Travel System

2. Patient Administration enters the
Patient Traveler into the NBS

i + Patient Datais added b the Employee Table 4. A travel document can
H be created and approved for

’ * A process is run to populate the supplier table and the the new patient traveler
i NBS Travel System H

The Clinical Center in Bethesda is responsible for entering new patients that travel to the Clinical
Center into the Employee Table.

A process will run every hour to send new traveler information to the NBS Travel System and
the Supplier Table.

The Clinical Center Organization Administrator is responsible for setting up the traveler profiles
for the newly added patient travelers.

OFM is responsible for general oversight of the Clinical Center’s record entry to ensure that they
are following entry guidelines.

Review and Process New Traveler Requests
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Patient Audit Report

W31 8l Patient Audit Report

» The Patient Audit Report has been developed to facilitate OFM’s

review of Clinical Center entry

Mational Institutes of Healtth (MIH) Start Date: 01 JURN 2003
MIH Patient Audit Report End Diate ;30 JUR 2003

Full Mame Employee #, S50, Person Type Adcress CreationiUpdate Date

CPONONAESS, 111-22-2333 CLINICAL_CENTER_PATIENT 321 TAYLOR AVE||ROCKYILLE|MD|20850]US
WAYNE, JOHN CPONNO365S, 789-12-4567 CLINICAL_CENTER_PATIENT 10230 DUE RANCH||IHUSTONT¥||US

HARMAN, RACHEL CPONNO366S, B59-25-4658 CLINICAL _CENTER_PATIENT 998 GREEN ROAD||SALT LAKE CITY|UT|859632|US
MAXIME, DURCN CPOO003672 CLINICAL_CENTER_PATIENT. 85 SUX|III4KIIUS

JOMES, JULIE & CPONNNZESE, 152-65-7896 CLIMICAL_CENTER_PATIENT 1777 S Street, Myj&at, 34|Mashington|DC[20016/US

1 3-JUN-03 7 13-JUn-03

13-JUN-03 £ 13-JUN-03
27-JUN-03 § 27-JUN-03
27-JUN-03 § 27-JUN-03
18-JUN-03 £ 18-JUN-03

» The Patient Audit Report displays Clinical Center patient records that
have been entered or updated within the date range specified in the

report parameters.

The following information is displayed on the report:

Patient’s Full Name

Employee Number

Social Security Number

Person Type (Always Clinical Center Patient)
Address

Creation/Update Date

Items for review include:

» Completeness of information

* Duplicative records

* Accuracy of information

Review and Process New Traveler Requests
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Submitting the Patient Audit Report

Purpose

The purpose of this document is to describe how to generate the Patient Audit Report. The
Patient Audit Report is used to review the patient traveler records entered into the NBS by the
Clinical Center

NIH Payables Manual Vendor Entry User/ NIH Clinical Center Patient Entry
N > Other > Requests > Run

Submit a New Request

% Submit a Mew Reguest

What type of request do you want to run?

U ta submit an individual request.

® Heguest Sat
Thig allows you to submit a pre-defined set of

1. Select the OK button.

Result: The Submit Requests window is displayed.

Review and Process New Traveler Requests
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m Submit Reguest

Run this Request...

Marmne

Parareters

Languages. .

At these Times...

=0 As Soon as Possible Schedule:.

Upon Completion...

 all Cutput Files

[atify [ Cptions. ..
Print ta —]

2. Click on the LOV in the Name field and select NIHTM Patient Audit Report

Result: The Parameters window is displayed.

At these Timy

]
heacuf NS
Run

Ferzon Ty Center Pa =

Upon Comp

3. Inthe Start Date field, enter the date from which you want to review the records.
4. In the End Date field, enter the date to which you want to review the records.

5. Select the OK button.

Review and Process New Traveler Requests
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Result: The Parameters window closes.
6. Select the Submit button.

Result: The Requests window is displayed.

Refresh Data Find Requests Submit a Mew Feguest...
(T |NIHTM Patient Audit Rep. CLINICAL_CENTER_PATIENT, 01-J1 =
Hald Request iew Details... ey Clltpit
Cancel Requast Diagnostics = M

7. Select the Refresh Data button until the Phase field displays "Completed"
Note: If the Status field displays anything other than "Normal", contact the NIH Help Desk.
8. Select the View Output button to view the report.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 2: Submitting the Patient Audit Report
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Updating Clinical Center Records

@421 '8l Updating Clinical Center Records

After this lesson you should know how to:
* Review and Process New Traveler Requests
« Review Clinical Center Patient Entry

= Update Clinical Center Records

Review and Process New Traveler Requests
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OFM Identifies Error on the Patient Audit Report

%é 210 -- 3 OFM Identifies Error on the Patient Audit
T s S Report

Scenario:
OFM identifies an error on the Patient Audit Report

Course of Action:

Error in Address:

» OFM contacts Clinical Center staff who entered the record and
request that they update the record as required
» Clinical Center makes the changes to the address

Error in Patient’'s Name or SSN:

» OFM contacts the Clinical Center for support documentation
» OFM corrects the error in the Employee table

Review and Process New Traveler Requests
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Clinical Center ldentifies Need for Update

@421 M Clinical Center Identifies Need for Update

Scenario:

The Clinical Center determines that a change to the patient’s record is
required

Course of Action:

Change to Address Information
Clinical Center staff make the correction to the address information

Change to Patient’'s Name or Social Security Number

» Clinical center staff submits a request via email to the NBRSS — Gowt
Acctg mailbox

» OFM will ensure proper support for the change
» OFM makes the update to the record

Review and Process New Traveler Requests
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Modifying Clinical Center Patient Name or SSN

Purpose

The purpose of this document is to describe how to modify the name and social security number
information for Bethesda Clinical Center patients in the NBS.

NIH Payables Manual Vendor Entry User
N > Employees > Enter Employees

Enter Person

EEEnter Person
Name
Last Marme

hiddle
Title

Identifier Gender

Empl =18 - ®hilale ®Female S LInk noven

Emplayment Dates (NI EONE] — T
Personal Information
Birth Date Ermail

il YWark Telephone

1. Select the Find E button from the applications toolbar.

Result: The Find Employees window is displayed.

Review and Process New Traveler Requests
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Full Marre

Murnber

2. Enter the search criteria as described below:

Field Description
Full Name Select the person's full name from the LOV
Number Enter the employee number or select it from the LOV
Social Security Enter the person's social security number or select it from
the LOV
Location Enter the person's location or select it from the LOV
Supervisor The NIH currently does not use this field

3. Select the Find button.

Result: The patient record is displayed on the Enter Person screen.

ZZEnter Person

Name

Identifier Gender

1= S8 CPO0003656
(48152 857896

Employment Dates  KEMIIL FA0IE = @ |

Personal Information

NN 18 JUN-1970 Etrail
I Home Wiork Telephone  KIEEEER LY

4. Modify the Last Name, First, Middle, and Social Security fields as required.
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5. Save your work.

End of activity.

Review and Process New Traveler Requests
Chapter 5 - Page 39



Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 3: Modify Clinical Center Records
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Lesson Summary

WAl | esson Summary

BT s & RSk BV ST

In this lesson you learned how to:

* Review and Process New Traveler Requests

« Review Clinical Center Patient Entry

» Update Clinical Center Records
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Supplier Table Management

Chapter 6
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Supplier Table Management

Supplier Table Management

Track 2 End User Training
August 20 - 21, 2003
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know how to:
* Enter a new supplier

» Update an existing supplier

» Search for duplicate supplier records

* Remove duplicate supplier records

Supplier Table Management
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Records for Individuals in the Supplier Table

1 EMll Records for Individuals in the Supplier Table

s s s ms

In order to pay an individual through Accounts Payable, the individual
must be set up as a supplier

Supplier records for travelers are generated from the Employee Table

A scheduled process converts employee records into supplier
records

BENJAMIN N FELDM. NO00D3657

B 111224596
831-DEC 4712

Parent Supplier Mame
Customer Mumber

Supplier Name is equal to the Employee Name:Employee Number for individuals.
Taxpayer ID field is populated with the Social Security Number for individuals.

Maintenance of the person data for these records should be done in the Employee table which
will then update the Supplier table.

Supplier Table Management
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Other Suppliers

W42 Ml Other Suppliers

Fepea® e s i

» OFM must maintain other supplier records such as:
= Impac Government Services
= Sponsor organizations that have overpaid for travel
= Other vendors

» These records are updated and maintained directly in the Supplier
Table.

S IMPAC GOVERNMENT SERVICES | Supplier Maraber gL J
L.S. BANK

410417860 _ ax ation Nurnber ([ | A D
[l

General | Cla | EDI | Invaice Tax | With

Farent Supplier Marne | Mumber
Customer Number

Supplier Table Management
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Entering a New Supplier

WAl E Ml Fntering a New Supplier

After this lesson you should know how to:
=> Enter a new supplier

» Update an existing supplier

» Search for duplicate supplier records

* Remove duplicate supplier records

Supplier Table Management
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Entering New Suppliers

W42l Entering New Suppliers

q\lﬁ'lﬂf\ RIS & RS ARCH RFPORT STSTH

» New suppliers will be created

upon request from the
payment processing office

» Government Accounting must

receive the following
information:

= Name of the Supplier
Supplier Address
Supplier Taxpayer ID
ACH Information
Supplier Contacts (optional)

Supplier Setup Request

Please set up the following
sponsor as a supplier.

The NIH will refund money to this
organization due to overpayment.

Name: Pew Charitable Trusts

TaxID: 253652363

Address: 1254 Lincoln Ave
Chicago, IL 45256

ACH submitted

The request to add a new supplier should be sent to the NBRSS — Govt Acctg mailbox.

The process to submit a request to the Central Registry remains unchanged.

Supplier Table Management
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Searching for Existing Suppliers

@421l Searching for Existing Suppliers

R SN

Search for an Existing Supplier record prior to entering a new one.
Use the % find icon on the toolbar to access the
— Find Suppliers window

E Find Suppliers

Supplier Mumber

ration Mumber

Ore Time

The Find Suppliers window can be used to search for existing suppliers.
Enter appropriate search criteria and select the Find button.
Suggested search criteria are:

* Supplier Name (Individual name plus EIN number)
» Taxpayer ID (SSN for individuals and Taxpayer ID for companies)

Supplier Table Management
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Entering A New Supplier

W21 Ml Entering A New Supplier

el e

To enter a new supplier, you must:
1. Create the header information
2. Create at least one site

(- IMPAC GOVERNMENT SERVICES | ST 10000000 )
U.S. BANK = |

158410417860 3 ation Number | R

10000000 [l

661256348 |
(Il

General

i~ Site Uses Custormer Nurmber |

Supplier Table Management
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Entering a New Supplier

Purpose

The purpose of this document is to describe how to enter a new supplier into the supplier table.
This document does not cover entering banking information for a supplier.

NIH Payables Manual Vendor Entry User
N > Suppliers > Entry

Suppliers

Supplier Mumber _
Tax Registration Mumber !

'.General

Parent Supplier Name |

Customer Number |

1. Enter a unique organization or person name in the Supplier Name field.

2. Enter a tax identification number or social security number in the Taxpayer ID field.

If the organization has a VAT registration number, goto task #3. Otherwise, goto task #4.
3. Enter the VAT registration number in the Tax Registration Number field.

4. Select the Classification Tab.

Result: The Classification region is displayed.

Supplier Table Management
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“1:0 MOTT FOUNDATION supplier Number [

234 33 4444 Tax Registration Mumber _
o [ ]

| Classification el n

Type

Employee Name Mumber |

[ One Time

S
Minarity Owned

[T Small Business
[ YWaoman Chred

5. Inthe Type field, use the LOV to select the appropriate supplier type.

Note: If the supplier does not fit into a type available in the LOV, contact the NIH Help
Desk to have a new Supplier Type added.

6. Complete the following optional fields:

Field Description
SIC Enter the Standard Industry Code
Minority Owned Select a value from the LOV.
Small Business Enable the checkbox if the supplier is a small business
Woman Owned Enable the checkbox if the supplier is a woman-owned
business

7. Select the Sites button.

Result: The Supplier Sites window is displayed.
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(MIH-CLY - ELJ OLUMNDATION, [Meww]

Country

otate

County

[nactive

General §

— Site Uses Custormer Numheri
W Pay W Purchasing
Shipping Metwaork Lucatinnl

Supplier Matification Method

[ Primary Pay [ RFC Only

[ Progurement Card

— Communication
Area Code

“oice | Telex |
Fax | E-rnail |

8. Enter a unique name in the Site Name field.

Note: We recommend using the city name for the site name. For example, CHICAGO, or
CHICAGO 1 if a site already exists with the city name.

9. Enter the following address information.

Field Description
Alternate Name Enter an alternate name for the site
Alternate Address Enter an alternate address for the site
Country Select the appropriate country from the LOV.
Address Enter the address line information
City Enter the city name
State Enter the state
Postal Code Enter the postal code
Province Enter the province abbreviation
County Enter the county name
Language Enter the language used at that site
Inactive On Enter the date the site will no longer be active

Example: The following is a sample completed Supplier Sites window.
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At
Ad

[l
[ ]

General

— Site Uses Customer Numher|
W Pay v Purchasing
Shipping MNetwoark Ll:n:atiunl

[ Primary Pay [ RFQ Only

[ Procurement Card Supplier Matification Method

i icati
ommunication Area Code Mumber

“oice

Fax

10. Review the information on the General region tab and update as necessary.

Field Description
Site Uses Pay - Enable if this site can be used for payments
Primary Pay - Enable if this is the primary payment site
Purchasing - Enable if site can be used for purchase
orders
RFQ Only - Enable if you do not allow entering purchase
orders for a supplier site
Procurement Card - Accepts the credit card brands of
your procurement cards
Communication Enter contact information for this supplier site.

If you want to enter supplier contacts, goto task #11. Otherwise, goto task #13.
11. Select the Contacts tab.

Result: The fields related to supplier contacts are displayed.
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General | Contacts | Accounting | Control | Payment | Bank Accourts | EDI | Invaice Tax | Withholding Tax
— Hame
Prefix Wil
Last First | Title Telephaone Stop Inactive On

1 | amm B |
I | EEm n |
B m |

Department |

[

Alternate Contact Mame |

12. Enter information on the supplier contact as described below:

Field Description
Name: Last Enter the contact's last name
Name: First Enter the contact's first name
Name: M Enter the contact's middle initial
Prefix Enter the appropriate prefix for the contact
Title Enter the contact's title
Telephone Enter the contact's telephone number
Inactive On Enter a date on which the contact will no longer be active
Department Enter the department name
Alternate Contact Name | Enter the name of an alternate contact

Example: The following is a sample completed Supplier Contacts window.

General | Contacts [ Accounting | Control | Payment | Bank Accounts | €01 T invaice Tax | witoiding Tox I

— Name Prefix Wil
 Last First il ‘ Title Telephone Stap Inactive On
| cornELL [krisTanne | [ms  [cro (202 (2222222 | .

| | L[] | ] |
| | [ ] L] | |

Departmert [FINANCE

Alternate Contact Mame |

13. Select the Control tab.

Results: The control-related fields are displayed.
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"General | Contacts | Accounting | Contral | Payment | Bank Accounts | EDI | Invaics Tax | Withholding Tax | "]

[rwoice Amount Limit |

Invaice Match Option |Purchase Order '|

[ Hold All Payments

" Hold Unmatched Invoices

[~ Hald Unvalidated Invaices

Fayrient Hold Reasaon

14. Enter any applicable information on the Control tab.

Field Description

Invoice Amount Limit Enter an invoice amount limit

Invoice Match Option Use the drop down list to select the match option

Hold All Payments Enable if you want to hold all payments to the supplier

Hold Unmatched Invoices | Enable if you want to hold all unmatched invoices to the
supplier

Hold Unvalidated Invoices | Enable if you want to hold all unvalidated invoices to the
supplier

Payment Hold Reason Select a reason from the LOV.

15. Select the Payment tab.

Result: The payment-related fields are displayed.

' General T Ccun_t*act-s-l _A‘E:u:nun_tingT CantrnIT Paymentl Bank Au:-c:nu_ntS'T EDIT Irwoice TaxT sithibioldirg Tax-]

Terms |II'H'IMEDI£\TE Invaice Currency
Fay Group | Fayment Currency

Fayment Priority (99

Rernittance E-mail |

Terms Date Basis |Im.-'uice Received '*| [ Always Take Discount
Fay Date Basis |Due V| [ Exclude Freight From Discount
Payment Method |Check V| ™ Pay Alone

[ Attention AR

16. Enter any applicable information on the Payment tab.

Field Description
Terms Select the appropriate payment terms from the LOV
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Note: Defaults from Supplier Type chosen at the header
level

Pay Group Select a value from the LOV. The pay group can be used to
segregate invoices in payment batches

Payment Priority Value defaults. Change if required

Terms Date Basis Select value from drop down menu

Pay Date Basis Select value from drop down menu

Payment Method Select value from drop down menu
Note: Once bank information is associated with a supplier,
the Payment Method field is automatically updated to
Electronic but can be changed during invoice creation.

17. Save the record.
18. Close the Supplier Sites window.

Result: You are returned to the Supplier window.

MOTT FOUNDATION Supplier Number I |
234334444 Tax Registration Number ([ | | | D

Inactive On

| Classification

Type |SPONSOR
Employee Mame

[ 'Cne Time

sIC |

Minority Owned |

" Small Business
[ Woman Owned

Note: A unique system-generated ID number is displayed in the Supplier Number field.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 4: Entering New Suppliers
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Updating an Existing Supplier

4 %""@“jnbrss Updating an Existing Supplier

After this lesson you should know how to:
* Enter a new supplier

= Update an existing supplier

» Search for duplicate supplier records

* Remove duplicate supplier records
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Updating an Existing Supplier - Individual

w4 g"‘@“‘jnbrss Updating an Existing Supplier - Individual

This section covers the maintenance of supplier records.
» Traveler records from HRDB and NED

= All changes to the individual’s records that were transferred to the
NBS from HRDB or NED should be done in the system of record.

= Updates will be transferred into the NBS during the nightly process.
» Non-NIH Affiliated and Patient Records

= Updates to the Non-NIH Affiliated and Patient traveler records
should be made in the Employee Table.

= These updates will be transferred to the Supplier Table through the
scheduled process.
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Updating an Existing Supplier - Company

M Updating an Existing Supplier - Company

Updates to supplier organizations may include:
» Changing address information

» Adding a new site (address)

» Adding new contacts

» Placing a supplier on hold

» Inactivating addresses and contacts
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Updating the Supplier Address Information

@421 Ml Updating the Supplier Address Information

» The supplier address information is entered at the Site Level.
» If a supplier changes its address:

= |nactivate the old address

= Create a new suppliersite for the new addresses

» If information, such as customer contacts or bank information, is
connected to the site being deactivated, they must be re-entered

or linked to the new supplier site.
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Updating a Supplier Address

Purpose

The purpose of this document is to describe how to update a supplier's address.

NIH Payables Manual Vendor Entry User
N > Suppliers > Enter

Suppliers

%E:U[][]”EFS I::I"-“H-I:II_J::I ...................................................................... T e

i ! Supplier lumber [

ration Mumhber !}
[l

'.Ge_ne-ral - g - .. 1] i) : m

Farent Supplier Mame | Murnber

Custamer Murriber |

1. Select the E Find button on the applications toolbar.

Result: The Find Suppliers window is displayed.
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% Find Suppliers

Suppliet Marme Supplier Mumber

ation Murmber

Cne Time

Employee Mumber

Patent Mumbet

Reportable

Reporting Mame Federal

Fayment Terms Income Tax Type

(R
| Cler

2. Enter your search criteria.

Note: Below is a sample of fields to use to search.

Field Description
Supplier Name Select the supplier's name from the LOV.
Supplier Number Enter the supplier number.

Taxpayer ID Enter the taxpayer ID

Supplier Type Select the supplier type from the LOV.
Employee Name Select the employee's name from the LOV.
Employee Number | Enter the employee number.

3. Select the Find button.

Result: The results of your query are displayed in the Suppliers window.
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= Suppliers (MIH-0L)

Supplier Name A Supplier Mumber  gLUEE KT

Alternate Mame

S 234 33 4444 ax Registration Nurmber [ TN
inactive On ||

Classification |

Type 'SPONSOR

Employee Mame

[ One Time

SIC
Minarity Owned

[ Small Business
[ %Woman Owhed

Note: Use the up and down arrows on the keyboard to locate the Supplier you want to
update.

4. Select the Sites button.

Result: The Supplier Sites window is displayed.
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%Ei upplier Sites (MIH-OLL - MOTT FOLIMDATICRN, [

County

Iria
Genetal | Contac ounting | Control ent | Bar counts | EDI | I ildling T
~ Site Uses Customer Numherl
W Pay v Purchasing
Shipping Metwork Ll:n:atiunl
[ Brirnary Pay [ BFQ Only '

[ Procurement Card Supplier Matification Method

— Communication
Area Code Mumber

Waice

Fax

5. Inthe Inactive On field, enter the date the address will no longer be active.

Example: Below is a sample inactive supplier site.
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MIH-OL - WOTT FOURNDATION, [
CHICAGO

1234 DRAKE AVENUE

Customer Numheri

Shipping Metwark Ll:n:atinnl
[ Primary Pay [T RFQ Only

" Procurement Card Supplier Motification Method

¥ Purchasing

— Communication

Area Code Mumber

“oice

Fax

6. Select the Bank Accounts tab.

Result: The bank account-related fields are displayed.

t | Bank Accounts

Primarr — Effective Dates

Mame Mumber Curr From To
m E :
-
—_ 5 E
Bank Branch
Mame MName
Mumber Iurmber

7. Review the information listed on the tab.

Important: If there is bank information linked to this supplier site, the NIH Bank Setup
User will need to update the bank information to link it to the new address.

8. Save the record.
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9. Select the New = button on the applications toolbar.

Result: The Supplier Sites window is enabled for data entry.

otate Postal Code !
County

Inactive On ! [ !]]

— Site Uses
W Pay

[ Primary Pay

Custormer Numheri
Shipping Metwaork Lc:c:atinn'
[ RFC Only

[ Procurement Card Supplier Matification Method

W Purchasing

— Communication

“oice

Fax

Area Code Mumber

10. Enter a unique name in the Site Name field.

Note: We recommend using the city name for the site name. For example, CHICAGO, or
CHICAGO 1 if a site already exists with the city name.

11. Enter the following address information.

Field Description
Alternate Name Enter an alternate name for the site
Alternate Address Enter an alternate address for the site
Country Select the appropriate country from the LOV.
Address Enter the address line information
City Enter the city name
State Enter the state
Postal Code Enter the postal code
Province Enter the province abbreviation
County Enter the county name
Language Enter the language used at that site
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| Inactive On | Enter the date the site will no longer be active

Example: The following is a sample completed Supplier Sites window.

) 4

Alternate Name gj |

¢

United States
12563 SR 334

Count i
anguage Inar O [ !I]
General | gl o]

~ Site Uses Customer Numheri
I Pay v Purchasing

Shipping Metwork Locatinnl
[ Primary Pay [ BFQ Only

™ Progurement Card Supplier Notification Method

— Communication e

“Woice | Telex |
Fax | E-rnail |

12. Review the information on the General region tab and update as necessary.

Field Description
Site Uses Pay - Enable if this site can be used for payments
Primary Pay - Enable if this is the primary payment site
Purchasing - Enable if site can be used for purchase
orders
RFQ Only - Enable if you do not allow entering purchase
orders for a supplier site
Procurement Card - Accepts the credit card brands of
your procurement cards
Communication Enter contact information for this supplier site.

If you want to enter supplier contacts, goto task #13. Otherwise, goto task #15.
13. Select the Contacts tab.

Result: The fields related to supplier contacts are displayed.
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General | Contacts | Accounting | Control | Payment | Bank Accourts | EDI | Invaice Tax | Withholding Tax
— Hame
Prefix Wil
Last First | Title Telephaone Stop Inactive On

1 | amm B |
I | EEm n |
B m |

Department |

[

Alternate Contact Mame |

14. Enter information on the supplier contact as described below:

Field Description
Name: Last Enter the contact's last name
Name: First Enter the contact's first name
Name: M Enter the contact's middle initial
Prefix Enter the appropriate prefix for the contact
Title Enter the contact's title
Telephone Enter the contact's telephone number
Inactive On Enter a date on which the contact will no longer be active
Department Enter the department name
Alternate Contact Name | Enter the name of an alternate contact

Example: The following is a sample completed Supplier Contacts window.

General | Contacts [ Accounting | Control | Payment | Bank Accounts | €01 T invaice Tax | witoiding Tox I

— Name Prefix Wil
 Last First il ‘ Title Telephone Stap Inactive On
| cornELL [krisTanne | [ms  [cro (202 (2222222 | .

| | L[] | ] |
| | [ ] L] | |

Departmert [FINANCE

Alternate Contact Mame |

15. Select the Control tab.

Results: The control-related fields are displayed.
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"General | Contacts | Accounting | Contral | Payment | Bank Accounts | EDI | Invaics Tax | Withholding Tax | "]

[rwoice Amount Limit |

Invaice Match Option |Purchase Order '|

[ Hold All Payments

" Hold Unmatched Invoices

[~ Hald Unvalidated Invaices

Fayrient Hold Reasaon

16. Enter any applicable information on the Control tab.

Field Description
Invoice Amount Limit Enter an invoice amount limit
Invoice Match Option Use the drop down list to select the match option
Hold All Payments Holds all payments to the supplier

Hold Unmatched Invoices | Holds all unmatched invoices to the supplier
Hold Unvalidated Invoices | Holds all unvalidated invoices to the supplier
Payment Hold Reason Select a reason from the LOV.

17. Select the Payment tab.

Result: The payment-related fields are displayed.

' General T Ccun_t*act-s-l :ﬂiccnun_tingT CantrnIT Paymentl Bank A:u:-c:u:uu_ntS'T EDIT Irwoice T‘axT sithibioldirg Tax-ZJ

Terms |II'H'IMEDI£\TE Invaice Currency
Fay Group | Fayment Currency

Fayment Priority (99

Rernittance E-mail |

Terms Date Basis |Im.-'uice Received V| [ Always Take Discount
Fay Date Basis |Due V| [ Exclude Freight From Discount
Payment Method |Check V| ™ Pay Alone

[ Attention AR

18. Enter any applicable information on the Payment tab.

Field Description
Terms Select the appropriate payment terms from the LOV.
Note: Defaults from Supplier Type chosen at the header
level.

Supplier Table Management
Chapter 6 - Page 30



Pay Group Select a value from the LOV. The pay group can be used to
segregate invoices in payment batches.

Payment Priority Value defaults. May enter a new payment priority
Terms Date Basis Select value from drop down menu
Pay Date Basis Select value from drop down menu
Payment Method Select value from drop down menu

Note: Once bank information is associated with a supplier,
the Payment Method field is automatically updated to
Electronic but can be changed during invoice creation.

19. Save the record.
20. Close the Supplier Sites window.

Result: You are returned to the Supplier window.

E Suppliers (MIH-OL

Supplier Mame MOTT FOUNDATION =R T 10044 262 |

Alternate Mame

A5 234 33 4444 Tax Registration Number ([ | | | D

Classification

Type |SPONSOR
Employee Mama

[ 'Cne Time

sIC |
Minority Owned |

" Small Business
[ Woman Owned

End of activity.
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Adding a New Site

w421 Ml Adding a New Site

> Inthe event that a supplier opens a new office or adds another

location, you may add a new site for a supplier without
inactivating an existing site.

> The steps are similar to the previous steps for changing the
address, except you do not inactivate the existing site.

Steps:
1. Locate the supplier
. Select the Sites button
. Selectthe New gl button on the toolbar
. Enter the new site information
. Save the record
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Adding New Contacts

a2 11 Ml Adding New Contacts

At any point in time, you may add contacts to the supplier record or the
supplier site.

;G‘,e_nera!I Cnntacts[ Ai;l':o_t!m;ing_'l Cp_ntrcrl] Pay'me:_ntI 'Ban'k-_Accnunlt-_s'T 'E‘E}lT Invoice -Ta:g] Withhuldi_ng.Tax-]_
— Name Prefix Wiail

 Last First il ‘ Title Telephane Stop Inactive On

| craic PAUL [ IPRESIDENT 515 1524563 | |

! | (L] [ ] | |
| | L[| [ | | |

Department |

Alternate Caontact Mame |

Steps to Add Contacts to the Supplier Record:
» Locate the Existing Supplier Record.

» Select the Contacts tab.

»  Enter the new contact information

»  Save the record.

Steps to Add Contacts to the Supplier Site:

Locate the Existing Supplier Record.

Select the Sites button.

Locate the site for which you want to add a contact.
Select the Contacts tab.

Enter the new contact information

YV V V V VYV

Save the record.
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Placing a Supplier On-Hold

Invoice Amount Limit

Invoice Match Option | Purchase Order v

I Hold All Payments

¥ Hald Unmatched Invaices

¥ Hold Unvalidated Invoices

Payment Hold Reason |OUTSTANDING INVOICES

A supplier may be placed on hold in the event that
 the supplier is delinquent in paying outstanding invoices
 the supplier’s bank account information is going to change in the near future.

The payment issuing office must submit a request to the Government Accounting department
before a supplier can be placed on hold.
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Placing a Supplier On Hold

Purpose

The purpose of this document is to describe how to place a supplier on hold. By placing a
supplier on hold, you restrict the payment and invoice activity for the supplier.

NIH Payables Manual Vendor Entry User
N > Suppliers > Enter

Suppliers

Supplier Mumber _

Tax Registration Mumber !
[l

'.Ge_ne-ral - ' ' - m

Farent Supplier Mame |

Custamer Murriber |

1. Select the E Find button on the applications toolbar.

Result: The Find Suppliers window is displayed.
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% Find Suppliers

Suppliet Marme Supplier Mumber

ation Murmber

Cne Time

Employee Mumber

Patent Mumbet

Reportable

Reporting Mame Federal

Fayment Terms Income Tax Type

(R
| Cler

2. Enter your search criteria.

Note: Below is a sample of fields to use to search.

Field Description

Supplier Name Select the supplier's name from the LOV
Supplier Number Enter the supplier number

Taxpayer ID Enter the taxpayer ID

Supplier Type Select the supplier type from the LOV
Employee Name Select the employee's name from the LOV
Employee Number | Enter the employee number

3. Select the Find button.

Result: The results of your query are displayed.
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EE Suppliers (NIH-0U)

Mol X

= EEREG S PEW CHARITABLE TRUSTS Supplier Mumber yIEIETS
Alternate Name

T [80214558563 ax ation Humber (|| TN
- [ i)

Clagsification Wiithholditg

Type |SPONSOR

Employee Mame

[ One Time

SIC
Minarity Owned

[ Small Business

[ “Waoman Cwned

Note: Use the up and down arrows on the keyboard to locate the Supplier you want to place
on hold.

4. Select the Sites button.

Result: The Supplier Sites window is displayed.
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United States
1526 Peacock Drive

American English

General

~ Site Uses Customer Numl:uerl
W Pay I Purchasing
Shipping Metwork Locatinnl
[ Brimary Pay [T BFQ Only

[ Procurement Card Supplier Motification Method

— Communication Area Code

“Woize

Fax

5. Select the Control tab

Result: The below fields are displayed.

| General | Contacts | Accounting | Control ithii e L

Invoice Amount Limit

Invaice Match Option |Purchase Order -

[ Hold All Payments

[ Hald Unmatched Invoices

[ Hold Unvalidated lmvoices

Fayrment Hold Reason |

6. Enable the appropriate checkboxes.

Field Description

Hold All Payments Holds all payments to the supplier

Hold Unmatched Invoices | Holds all unmatched invoices to the supplier
Hold Unvalidated Invoices | Holds all unvalidated invoices to the supplier
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7. Enter a reason into the Payment Hold Reason field.

Example: Below is a sample completed Control tab.

Purchase Order

v

4
4

NUMEROUS OUTSTANDING IN‘U’DICES|

8. Save the record.

End of activity.
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Inactivating Records

> In the Supplier table, §&# . I —
you may inactivate:

1234 DRAKE AVENUE

= ASupplier Site
= ASupplier Contact

= An entire Supplier
record.

» Populate the Inactive

On fields to deactivate
a supplier record

Site Uses

Urchasing
["'BFQ Only

[ Procuremant Card

Customer Number
Shipping MNetwork Location

Supplier Notification Method

Arga Code

Yoice ‘

Fax ‘

Telex
E-mail

Examples of reasons for deactivating supplier records:

* Supplier closes one of it’s locations — inactivate the supplier site

 Supplier contact leaves the supplier organization — inactivate the supplier contact
* Supplier no longer does business with the NIH — inactivate the supplier record
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Inactivating A Supplier Site

— Site Uses

I Pay Iv Purchasing
[" Primary Pay [ RFQ Only

™ Procurement Card

Custarmer Number
Shipping Network Location

Supplier Motification Method

Enter a date
here to
Inactivate a
Supplier Site

Area Code

WVaoice ‘

Telex

Fax ‘

E-mail
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Inactivating A Supplier Contact

| Inactivating A Supplier Contact

Enter a date here
to Inactivate a
Supplier Contact

General T Contacts[ A‘;:'Co_t!n_ting_'T C_D_nt-rDIT Pay'me:m_l'E:lan'k'_AcciJ_Un.I-_s'T -E‘QIT Irvaoice 'Ta’fT Withhaldin .Tax-m

— Name Prefix o
_ Last First Il | Title Telephone Stop Inactive On
Jicraic [PaUL [ [PRESIDENT [515 (1524563 | |

l | (1 [ ] | |
! | [T 1 [ ] | |

Department |

Alternate Contact Name |

Note: We will cover inactivating supplier records in the next session.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 5: Modifying Existing Supplier Records
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Searching for Duplicate Supplier Records

%ﬁ g@?"bm Searching for Duplicate Supplier Records

After this lesson you should know how to:
* Enter a new supplier

» Update an existing supplier

=> Search for duplicate supplier records

* Remove duplicate supplier records
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Searching for Duplicate Supplier Records

@421 Ml Searching for Duplicate Supplier Records

» Removing duplicate supplier records is a part of routine supplier table
maintenance.

» To facilitate the review, Oracle provides you with the following reports:
= Supplier Report
= Supplier Audit Report
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Supplier Report

V21U EMll Supplier Report

Tt

Purpose:

To review detailed information about your supplier records. You can use
this report to verify the accuracy of your current supplier information and
to help manage your master listing of supplier records.

You can sort the report by suppliers in alphabetical order, by supplier
number, by the user who last updated the supplier record, or by the user

who created the supplier record.

Format;:

This report is essentially a listing of your supplier table based upon the
parameters you select when submitting the report.

Parameters:

Order By (Created By, Last Updated By, Supplier Name, Supplier Number)

Income Tax Reportable Only (Include suppliers for just 1099 reporting or all)

From/To Creation Date

From/To Update Date

Created By

Updated By

Include All/Active Suppliers

Include Site Information

Include All/Active Sites

Include Home Country (To suppress the country name in the address for suppliers that are in

your home country, enter No)

Include Contact Information
Include All/Active Contacts
Include Bank Account Information
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* Include All/Active Accounts

Format:

Payables provides detailed information for each supplier, and optionally, supplier site, including
the user who created the supplier/site, creation date, pay group, payment terms, bank
information, and other supplier or site information.
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Submitting the Supplier Report

NIH Payables Manual Vendor Entry User
N > Other > Requests > Run

Submit a New Request

% Submit a Mew Reguest

What type of request do you want to run?

ou to submit an individual request,

® Request Set
you to submit a pre-defined set of

1. Select the OK button.

Result: The Submit Request window is displayed.
2. Click on the LOV in the Name field and select Supplier Report.

Result: The Parameters window is displayed.
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5 Parameters

Incorme Tax

Enter your report parameters as described below:

Field Description
Supplier Name Select a Supplier Name from the LOV to run for a single
supplier
Supplier Type Select a Supplier Type from the LOV to run for a single

supplier type

Order By

Select the method that you want the report to be ordered from
the LOV

Income Tax Reportable
Only

Select Yes or No from the LOV

Created Date Range Enter a date range that the supplier records were created

Updated Date Range Enter a date range that the supplier records were updated

Created By Select the user name of the individual who created the
records from the LOV

Updated By Select the user name of the individual who created the
records from the LOV

Include All/Active Select All or Active from the LOV

Suppliers

Include Site Information

Select Yes or No from the LOV

Include All/Active Sites

Select All or Active from the LOV

Include Home Country

Select Yes or No from the LOV
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Site Pay Group Select a Pay Group from the LOV

Contacts

Include Contact Select Yes or No from the LOV
Information
Include All/Active Select All or Active from the LOV

Include Bank Information | Select Yes or No from the LOV

Accounts

Include All/Active Bank Select All or Active from the LOV

4. Select the OK button.

Result: The Parameters window is no longer displayed.

5. Select the Submit button.

Result: The Requests window is displayed.

Eefresh Data

Find Requests

Submit a Mew Reguest...

156944 _S_ﬁEpliers Report 40541, EMPLOYEE, Yendor Name, | =
156628 lSﬁEplier Audit Report Completed |Mormal 10,1, N
154016 |NIH Patient Addition (Ref |Completed  |Cancelled  |12499, 709 :
147527 |Reprint output of request |Completed  [Normal 1147266, nhsr3can552, 1, LANDWIDI
147417 |Reprint output of request| |Completed  [Normal 1147415, nhsr3canas0, 1, LANDWIDI
147416 |Reprint output of request| |completed  [Normal 1147415, nhsr3cand52, 1, LANDWIDI
147415 |NIHTM Patient Audit Rep |completed  [Normal |CLINICAL_CENTER_PATIENT, 14.A
147414 |Reprint output of request |Completed  [Normal 1147266, nhsr3canasl, 1, LANDWIDI
147268 |Reprint output of request| |Completed  [Normal 1147266, nhsr3hp41k2, 1, LANDWIDI
147267 |Reprint output of request |Completed  |Normal |147266, nhsr3can552, 1, LANDWIDI -
Hald Request “iew Details... ey Clltpit
Cancel Request Diagnostics e Log. ..

6. Select the Refresh Data button until the Phase is Completed.

7. Select the View Output button to view the report.

End of activity.
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Supplier Audit Report

@22l e Ml Supplier Audit Report

‘ﬂﬂ,}uuw

Purpose:

To help identify potential duplicate suppliers. This report lists active
suppliers whose names are the same up to a specified number of
characters. The report ignores case, spaces, special characters, etc.

o

Run supplier Identify duplicate ABC ABC
audit report suppliers Corporation Corp

P
-
-~
~
-
z
-~

LW

Parameters:

You may want to run the report with different parameters to fine tune your search. Specify a
length short enough to identify duplicates, such as Comco and Comco, Inc., but long enough to
avoid obviously different supplier names, such as General Instruments and General Electric.

Format:

The report lists all site names and addresses of each potential duplicate supplier. The report
inserts a blank line between groups of possible duplicate suppliers. Review the report to
determine which suppliers are duplicates.
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Submitting the Supplier Audit Report

NIH Payables Manual Vendor Entry User
N > Other > Requests > Run

Submit a New Request

% Submit a Mew Reguest

What type of request do you want to run?

you to submit an individual request.

® Request Set
Thi: rou to submit a pre-defined set of

redg

1. Select the OK button.

Result: The Submit Request window is displayed.
2. Click on the LOV in the Name field and select Supplier Audit Report.
Result: The Parameters window is displayed.

B P Ararmeters

Matching Supplier Mame Length -

3. Enter the number of characters that you want the report to match.
Note: The higher number of characters you select, the fewer matches you will receive.
4. Select the OK button.

5. Select the Submit button.
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Result: The Requests window is displayed.

Refresh Data Find Reguests Submit a New Request...

teguest D Farent
Marme
PIELLEE | Supplier Audit Repaort 1
__ 154016 |[MIH Patient Addition (Rej Completed
| 147527 |Reprint output of request Completed {orn 147266, nbsr3can552, 1, LANDWIDI
147417 |Reprint output of request Completed  |Norr 147415, nbsr3can550, 1, LANDWIDI|
147416 |Reprint output of request Completed {orn 147415, nhsr3can552, 1, LﬂNDWID“

147415 |NIHTM Patient Audit Rep Completed  |Norn CLINICAL_CENTER_PATIENT, 14.A|
1147414 [Reprint output of request Completed {orn 147266, nhsr3cansil, 1, LANDWID
1147268 |Reprint output of request Completed {orn 147266, nbsr3hp41k2, 1, LANDWID
|147267 |Reprint output of request Completed {orn 147266, nhsr3cansa2, 1, LANDWID

147266 |NIHTM Patient Audit Rep Completed Hormal CLINICAL_CENTER_PATIENT, 01-J 'g‘

6. Select the Refresh Data button until the Phase is Completed.
7. Select the View Output button to view the report.

End of activity.
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Practice Lab

A2 Ml Practice Lab

q\lﬁ'jﬂf\ RIS & RS ARCH RFPORT STSTH

Lab Time

Complete Lab 6: Submitting Supplier Reports
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Removing Duplicate Supplier Records

%ﬁ g@?"bm Removing Duplicate Supplier Records

After this lesson you should know how to:
* Enter a new supplier

» Update an existing supplier

» Search for duplicate supplier records

= Remove duplicate supplier records
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Removing Duplicate Records

%é {es:nbrss

VAR STITLTES 3 WA
q\lﬁﬂﬁ RIS & RS ARCH RFPORT STSTH

Removing Duplicate Records

Follow the chart below to determine the appropriate way to remove

duplicate records

Type of Record
NED/HRDB Record

Step 1

Merge at Supplier level

Step 2
N/A

Baltimore Patient

Inactivate Employee
Record

Merge at Supplier level

Phoenix Patient

Inactivate Employee
Record

Merge at Supplier level

Non NIH Affiliated

Inactivate Employee
Record

Merge at Supplier level

Clinical Center
Patient*

Inactivate Employee
Record

Merge at Supplier level

* Clinical Center Patient Records CANNOT be merged with any other
supplier type. Merge ONLY with other CP Suppliers

Records originating in NED/HRDB records should not be inactivated in the Employee Table.
Such records can be merged in the Supplier Table.

Baltimore Patients, Phoenix Patients, and Non-NIH Affiliated records should first be inactivated
in the Employee Table. After review, the records may be merged in the Supplier Table by a
Supervisor or Manager.

Clinical Center Patient records should not be merged with any other supplier type except CP. If
you find multiple CP records for the same patient, inactivate one in the Employee Table. After
review, the records can be merged in the Supplier Table by a Supervisor or Manager.

The task of merging supplier records should only be done by a Supervisor or a Manager.
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Inactivating an Employee

f Inactivating an Employee

Enter a date
JONES . here to
JUSTIN

a _ Inactivate an
Employee

NNODDO3660

18.JUN.2003

Home

To inactivate an employee:

» Navigate to N > Employees > Enter Person

* Locate the individual

* Enter a date in the Employment Dates To field
+ Save the record

When you inactivate a person, all invoices and payments completed in the system will remain
connected with the supplier record. However, once a person has been inactivated, you may not
create new travel documents for this person.

If the person has existing travel documents in progress, the documents will continue to process as
normal.

In the event that the person becomes active again, you may delete the date in this field and save
the record.
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Merging Supplier Records

Merging Supplier Records

The Supplier Merge window is used to combine supplier records.

Transfer From Supplier To Supplier

PO Marme e

|cHicaco JLIMOTT FOUNDATION |CHICAGO

You may use the merge functionality to combine two supplier records or two supplier sites
within a single supplier.

Once the supplier merge program is run, it cannot be reversed.

The supplier merge program updates any existing purchase orders, AP Invoices or payments with
the new supplier information.

For example, if you merge from Supplier “Eurasia Fnd” to Supplier “Eurasia Foundation”, all
records in the system for “Eurasia Fnd” will be changed to “Eurasia Foundation”.
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Merging Supplier Records

Purpose

The purpose of this document is to describe how to merge suppliers or supplier sites.

NIH Payables Manual Vendor Entry User
N > Suppliers > Supplier Merge

Supplier Merge

= Supplier Merge (MIH-0L)

Transfer From Supplier

(=

It e e

|

1. In the Invoices field, use the drop down menu to select which invoices you want to include
in the merge.

Note: You may select All, Unpaid, or None.

2. Tab to the From Supplier Name field and use the LOV to locate the supplier you want to
merge.

Note: This name should be the one you DO NOT want to remain.
If you want to merge sites within a supplier, goto task #3. Otherwise, goto task #4.

3. Tab to the From Supplier Site field and use the LOV to locate the supplier site you want to
merge.

Note: This name should be the one you DO NOT want to remain.
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4. Tab to the Copy Site field and enable if you would like the sites added to the remaining
supplier record.

5. Tab to the To Supplier Name field and select the name of the supplier that you want to
merge the records into.

Note: This name should be the one you DO want to remain.

6. Tab to the To Supplier Site field and use the LOV to locate the supplier site you want to
merge from the LOV.

Notes:
— Ifyou have enabled the Copy Site box, then you will not be able to select a site.
— This name should be the one you DO want to remain.

Example: Below is a sample completed Supplier Merge window.

&% Supplier Merge (MIH-OLU)

Transfer From Supplier To Supplier

FO Mame Site

WS MOTT FHD CHICAGO MOTT FOUNDATION |CHICAGO
=

=,

I
o
ol

7. Select the Merge button.

Result: A caution message will appear.

QLAP-10574: You chose
i rje. This

Caontinue?

Cancel
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8. Select OK

Result: A message will appear indicating the request ID.

9. Select OK.
Result: Your status bar will indicate the record has been saved.

Notes:
— Ifyou receive an error message regarding duplicate sites, then you should disable
the Copy Sites button as the site already exists in the new record.
— You should monitor the request in the Requests window (M > View > Requests) to
ensure that the process completes without error.

End of activity.
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Inactivating A Supplier — An Alternative to Merging Supplier
Records

Inactivating A Supplier — An Alternative to
e Merging Supplier Records

Another alternative to merging supplier records is to inactivate the
duplicate records in the Supplier Table.

Enter a date
here to
Inactivate a Tyse [SPONSOR

Employee Name |

Supplier [~ Cne Tima

| General | Classiication | Accourting | Contral | Payment | Bank Accaunts | EDI | Invoi

sic |
Minarity Owned |

[ Small Business
[ WWoman Owned

To inactivate a supplier, enter a date in the Inactive On field in the supplier header.

When you inactivate a supplier, all invoices and payments completed in the system will remain
connected with the supplier record. However, once a supplier has been inactivated, you may not
create new invoices for this supplier.

If the supplier has existing invoices pending in AP for payment, the invoices will be processed as
scheduled and will not be affected by the change.

In the event that the supplier becomes active again, you may delete the date in this field and save
the record.

Unlike the Supplier Merge process, all previous invoices will remain linked to this supplier
record in the system. If you were to run reports to determine the supplier’s activity, you would
need to run the reports for both the active and inactive supplier name.
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Practice Lab

A2 Ml Practice Lab
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Lab Time

Complete Lab 7: Merging Supplier Records
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Lesson Summary

@31 Ml | esson Summary

In this lesson, you learned how to:

* Enter a new supplier

» Update an existing supplier

» Search for duplicate supplier records

* Remove duplicate supplier records
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Bank Setup Support
Activities

Chapter 7
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Bank Setup Support Activities

Bank Setup Support Activities

Track 2 End User Training
August 21 - 22, 2003
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Lesson Objectives

@AMl | esson Objectives

After this lesson you should know how to:
» Search for suppliers

* Determine entry location and method for ACH information
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Bank Information and the Supplier Table

@421 Ml Bank Information and the Supplier Table

» Bank Information is entered into the Bank
Table.

» Bank Information is “linked” to the supplier
) . Individuals
records in the Supplier Table.
Companies

Supplier Table

Bank Table

Bank Information
(ACH)
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Review of NIH ACH Entry Process

(¢ iexnbrss

WS BSTITTS 0 R
q\lﬁnﬁ UM & RS ARCH SOPPORT SYETIR

IC Enters Request

=3

Individual/Organization
completes ACH
Vendor/Miscellaneous
Pay ment Enrollment Form

IC faxes fom to
Gov ernment Accounting

The overall process for requesting and entering ACH information for suppliers in the NBS will

NIH Payables Manual
Vendor Entry User
Ensures Supplier Entry

Searches ADB and NBS for
Supplier Record

Determines correct database
for entry and determines if it
is a new or update request

Records required
information on the form and
delivers to the NIH Payables
Bank Set Up User

remain the similar to the current process within ADB.

The Manual Vendor Entry staff will have the added responsibility of noting the following on the

ACH request form:

* in which system the information should be entered and

Review of NIH ACH Entry Process

NIH Payables Bank

Setup User
Processes Reques/&

Review Request

Request Additional
Information

Enter Request

File Request

» the supplier’s existing bank information that needs to be deactivated, if necessary

Bank Setup Support Activities
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Searching for Suppliers

W22l c Ml Searching for Suppliers

After this lesson you should know how to:
=>» Search for suppliers

* Determine entry location and method for ACH information
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Searching NBS for Supplier

2. Enter Search
Criteria

Employe:
I ) Employee Number

111224596 | =
[l

General | ] [\%
Farent Supplier Kame Murmber

Navigate to N > Suppliers > Entry.
1. Select the Flashlight on the Applications toolbar.
2.  Enter the SSN number in the Taxpayer ID field.
3. Select the Find button.
Result: Supplier Record is displayed in the Suppliers window.
4.  Check the employee number that is appended to the Supplier Name.
+ If the Employee Number begins with NN or PP, then you may enter ACH
information for this person.
+ Ifthe Employee Number begins with CP, then ACH information is restricted for this
person. Contact your supervisor.
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Determining entry location and method for ACH information

Y %nbrss Determining entry location and method for
"”Jé Q g ACH information

After this lesson you should know how to:

» Search for suppliers

= Determine entry location and method for ACH
information
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Manual Vendor Entry Review Request

@421 M Manual Vendor Entry Review Request

Before forwarding the ACH form to the )
individuals responsible for entering the Review Request
information in the NBS, the NIH Payables Manual
Vendor Entry Users should:

Determine if supplier exists in the ADB or the NBS

Request any additional information from the
supplier

Note on the foom in which database the ACH
information should be entered

Note whether the request is to update existing
accounts or establish a new account. Ifso,
record the bank name and routing number
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NBS ACH Source

WAL NBS ACH Source

The chart below describes the source of ACH information in the NBS.

Traveler Type NBS ACH
Source
Employees ADB Vendor File
Domestic and Foreign Fellows with US bank account |ADB Vendor File
Foreign Fellows without US bank account N/A
Consultants/Contractors ADB Vendor File
Committee Members/Appointments ADB Vendor File
Bethesda CC Patients N/A

Baltimore Patients N/A

Phoenix Patients OFM

Non-NIH Affiliated Persons OFM

Foreign Non-NIH Affiliated Persons N/A

Bank Setup Support Activities
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Does Supplier Have Existing ACH Information?

¢ iewnbrss. Does Supplier Have Existing ACH
g mE Information?

» Select the Bank Accounts tab to view if the supplier has existing
active ACH information.

" General I Coniacts‘l Accounﬁngl Coniroll F'a.ymentl Bank Accounts l ED’II Invaice Tax I Withhold'ih_g Tax -_’J

F'rimarr — Effective Dates

~ Name Number Curr From To
B h264444444 15263544444 lusp # [19.AUG2003 |

| | e |
| | | |

Murnber | Mumber 123456789

Bank Branch
{ Marne |FIRST BANK%Z BOSTON ‘ { Marme |123456?89

\

» If so, then note the Bank Name and Bank Branch Number on the
ACH request form.
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Lesson Summary

@31 Ml | esson Summary

In this lesson, you learned how to:
» Search for suppliers

* Determine entry location and method for ACH information
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Important Dates and
Information

Chapter 8
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Important Dates and Information

Important Dates and Information

Track 2 End User Training

Important Dates and Information
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NBS Track 2 Go-Live

WAL NBS Track 2 Go-Live

NBS Travel System and Supporting
Financial Modules will Go-Live on

September 1, 2003

Important Dates and Information
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Initial Oracle Set Up Required

M Initial Oracle Set Up Required

The first time you log into the NBS, you will be required to:
» Download Oracle J-Initiator and

» Update your internet browser security settings

Refer to the technical guidance provided on the NBS
Technical website:http://nbs.nih.gov/technical.html
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NBS Travel Support Resources

@321 'cll NBS Travel Support Resources

FepgaS® st 4 ki TR T

» NBS Travel Web links available 24/7

= NBS Oracle Online Help and Reference: http://nbs.nih.gov/training.html
» NIH Portal Support

= Phone NIH Help Desk at 6-HELP (301.496.4357)

= Portal website address: htip://my.nih.gov
» NBS Customer Support

= Phone: Call 5-NBS7 (301.435.6277)
= E-mail: Send e-mail to tasc@NIH.gov
= Web Request for Support: Submit to: http://support.cit.nih.gov

> nVision

= nVision is an evolution of the NIH Data Warehouse, and it is the new reporting sy stem designed
to work in concert with the NBS. nVision is a business intelligence system that delivers NIH-
defined standard reports and facilitates the development of user-created ad hoc reports to
support decision-making and analysis. The first NBS module to be supported by nVision is
Travel.

= E-mail: Send e-mail to nVisionSupport@nih.gov
= Web Site for infformation: httpJ//nvision.nih.gov
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Evaluation

W42l Evaluation

TN RSTITTS O HEATH
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Please take a moment to complete the

on-line training evaluation

Your comments are important to us!

Important Dates and Information
Chapter 8 - Page 6



Good Luck

W21 M Good Luck

L e -

Good Luck!
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